
James Brown 

238 Broadway 

New York 

NY  

United States 

To 

The HR Manager 

XYZ Company 

354 F 63rd Street 

New York 

NY 10022 

United States 

Subject- Project manager assistant cover letter.  

Dear 

I appreciate the chance to apply for the  (Mention the job title) position at the 
(Mention the company name), which was advertised on (website). I am certain that 
the combination of my professional background with other crucial talents and 
attributes makes me the ideal applicant for the position.  

I have more than (Mention the numbers) years of experience working at (Mention the 
company name) as a project management assistant, and I am completely qualified 
for the position. I particularly excel at managing numerous daily business tasks and 
offering administrative help to (Mention the job position) with any tasks as required. I 
am also skilled at creating project timelines, creating polished reports and 
presentations, and keeping pertinent files and databases. I have repeatedly 
demonstrated over the years that I am a great team player with highly developed 



organizational and multitasking skills as well as the crucial capacity to function in 
hectic work conditions with tight deadlines.  

I also have a (Mention the education degree)  from the (Mention the university 
name), where I was in the top (Mention the numbers)% of students in terms of 
academic performance, and I am a certified project management professional. 
Additionally, I worked as a First-Year Representative for a full year, and that 
invaluable experience really helped me develop my critical thinking and 
problem-solving skills. Last but not least, I am a native (Mention the country name) 
speaker who also speaks fluent (Mention the language) and (Mention the language 
name) and has expert-level expertise with a number of crucial industrial software 
applications. 

Sincerely, 

James Brown 

[Handwriting signature] 

[Mention the contact details] 

[Mention here, if there is any post note to be given] 

 


