Dear Hiring Manager,
I’m applying for the Office Administrator role at Murphy & Associates, as advertised on LinkedIn.
In my current position at a busy Galway accountancy practice, I manage diaries for three partners, handle all incoming calls and post, and keep our client filing system audit-ready (a system I rebuilt last year, cutting file retrieval time in half). I’m fast and accurate on Microsoft Office, and colleagues would tell you I’m the person they come to when something needs sorting.
I’m drawn to this role because it combines client contact with the behind-the-scenes organisation I genuinely enjoy. I’d be glad to bring that same reliability to your team.
My CV is attached, and I’m available for interview at your convenience.
Yours sincerely,
Aoife Kelly
