2012.04.29
Dear Mr./Ms. X,

I am seeking an account executive assistant position.  At your convenience, I'd appreciate the opportunity to meet with you.  You can find my resume attached to this e-mail. 
I am eager to provide my passion and devotion to succeed in the position. 

Pertinent experience and skills for the position include: 

· workshop and communication skills: 
Patiently consulting with all of my team members to assure that the marketing proposal is contributed collectively, we won the third place in a university-wide competition.        
· efficiency in performing the task: 
Prioritize all work with planned deadlines, paying special attention to details and recording ongoing schedule.    

I'd like to find out more about the position you're looking to fill, and I would welcome the opportunity to tell you how my skills and thoughts can benefit Leo Burnnet.  I can be reached at (5555) 555-5555 or name@gmail.com. 

Thanks for your consideration.  I look forward to hearing from you soon! 

Sincerely, 

Tsai-Hua, Lo

Tsai-Hua, Lo
