A sample cover letter for senior personnel secretary job.
Given below is a sample senior personnel secretary resume cover letter. If you are applying for a senior personnel secretary job, don't forget to send such cover letter with it.

MARTHA KLINGMAN
123, Park evenue
Boston, MA, 02123
(123) 456-7890 



September 23rd 2008

Ms. Sally Cook
Zeus Trucking Lines
198, East Street
San Francisco, CA 95800

Dear Ms. Cook,

Through your advertisement in last Sunday's Chicago Tribune, I learned of your opening for a senior personnel secretary with Northern Trucking Lines. Please accept this letter as an application for this position. 

For over 15 years, I have been a personnel administration specialist in the United States Army. Though I have been proud to serve my country, it is time for me to seek a position in the civilian sector. 

According to your advertisement, Northern Trucking Lines needs a personnel secretary that is not "just a secretary." NTL needs someone with my background in the personnel administration field, which includes superior leadership skills and the necessary office skills. 

Early next week I will be moving back to my hometown of Waukegan. I will call you at the end of next week if we do not speak before then. 

Respectfully, 

Martha Klingman 

Enclosure: Resume 

