Jordan A. Bennett
[City, State]   ·   (000) 000-0000   ·   your.email@email.com   ·   in/yourname


[Month Day, Year]
[Hiring Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Hiring Manager Name],
I am writing to apply for the [Position Title] role at [Company Name]. I have spent [X years] keeping offices running — calendars, travel, meetings, vendors, and the hundred small things that fall through the cracks when nobody owns them.
At [Current/Previous Company], I support [X executives / a team of Y], managing [calendars, expense reporting, travel, meeting prep] and [quantified win — cut scheduling conflicts, saved on vendor contracts, built the onboarding checklist still in use]. I am fast and accurate in [Microsoft 365 / Google Workspace] and [other tools from the posting].
[Company Name] stands out to me because [specific reason]. I pride myself on discretion, on anticipating needs before they are spoken, and on being the person everyone trusts to simply handle it.
Thank you for considering my application. I would welcome the opportunity to discuss how I can support your team, and I am available at [phone / email] at your convenience.
Sincerely,
Jordan A. Bennett
