
267-903-7642 luis-sanchez@email.com Philadelphia, PA

Luis Sanchez
Real Estate Administrative Assistant

To

John M. Bigelow
Berhard LLC

Dear Mr. Bigelow,

I am writing to express my interest in the Real Estate Administrative Assistant 
position at Berhard LLC. With over 3 years of experience in administrative roles and 
a strong passion for the real estate industry, I believe I would be a valuable addition 
to your team.

In my previous role as an Administrative Assistant at a real estate agency, I was 
responsible for managing all office operations, including scheduling appointments, 
coordinating with clients and vendors, and maintaining files and records. I also 
assisted in property showings and open houses, which gave me a deep understanding 
of the real estate market and its processes.

One of my biggest achievements was streamlining the office's administrative proce-
dures, resulting in a 15% increase in efficiency and productivity. I also successfully 
managed multiple tasks simultaneously while ensuring attention to detail, which led 
to positive feedback from both clients and colleagues.

My best qualities include exceptional organizational skills, attention to detail, and 
adaptability. I am a quick learner and thrive in fast-paced environments. I am also 
proficient in Microsoft Office Suite and have experience with various CRM software. 
Moreover, my strong communication skills allow me to build rapport with clients and 
colleagues easily. 

Thank you for considering my application. I am excited about the opportunity to bring 
my skills and experience to Berhard LLC. 

I look forward to discussing how I can contribute to your team further.

Sincerely,

Luis Sanchez
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