[Your Name]
[Your Address]
[City, State ZIP Code]
[Your Email]
[Your Phone Number]
[Date]
[Hiring Manager's Name]
[Company Name]
[Address]
[City, State ZIP Code]
Dear [Hiring Manager's Name],
Modern executive support demands mastery of multiple technology platforms and the ability to learn new systems quickly. Supporting the CTO at [Previous Company] required proficiency across [number]+ software platforms while troubleshooting technical issues independently. I reduced technology-related disruptions by [percentage]% by proactively identifying solutions before problems escalated to executive level.
My technical skill set includes advanced proficiency with Microsoft Office Suite, Google Workspace, Salesforce, Asana, Monday.com, Slack, Zoom, Microsoft Teams, Concur, Expensify, DocuSign, and various project management platforms. I've also mastered calendar management across Outlook and Google Calendar, coordinating [number]+ weekly meetings with automated reminders, agenda preparation, and follow-up tracking. I implemented a new meeting preparation system that reduced prep time by [percentage]% while improving materials quality.
Beyond standard platforms, I quickly learn company-specific systems and adapt to new technology rollouts. When [Previous Company] migrated to a new [system type], I completed training ahead of schedule and created quick-reference guides for the executive team. I also serve as the first-line technical support for executive technology issues, resolving [percentage]% without IT escalation.
I'm excited about [Company Name]'s [technology focus or innovation] and would welcome the opportunity to bring my technical proficiency and proactive support approach to your executive team. My ability to master new platforms quickly while maintaining exceptional organizational skills would add immediate value. I'm available for an interview at your convenience.
Sincerely,
[Your Signature]
[Your Typed Name]
