Strong

As a seasoned Executive Assistant with over 10 years of experience managing operations and
supporting C-level executives in fast-paced, high-pressure environments, | am excited to bring
my strong organizational skills, attention to detail, and commitment to excellence to your team.

My proven track record of enhancing productivity, improving processes, and fostering a positive
work environment makes me an ideal candidate for the Executive Assistant position at your
esteemed organization.

Weak

I am writing to apply for the Executive Assistant job that was posted on your website. | have
been working as an Executive Assistant for a while now and | think | would be a good fit for this
job. I have done a lot of the tasks that were listed in the job description and | am confident that |
can do the job well.



