
Last name First Name 

Address 

ZIP code 

Tel. 

E-mail 

 

Last name First name or company name of the recipient 

Address 

ZIP code 

Done at (City), on (Date). 

  

Subject: Application for a post of secretary 

(Dear,) 

It was with the greatest interest that I learned (specify how) that you were looking for a new secretary 

(specify if possible: medical, bilingual, etc.) My profile, both in terms of my qualifications and my skills, 

corresponds to that that you have defined in your criteria, which is why I am submitting my application 

to you. 

Those who know me or have had the opportunity to work with me often emphasize my dynamism, my 

sense of hospitality and my organizational skills. I would be happy to put them at your service (or at 

the service of your company, organization, etc.) 

Versatile, I have a very good command of the French language and office software, in particular the 

Office Suite. I am also used to managing a switchboard, ordering supplies while respecting budgetary 

requirements (discuss missions specific to the profession of secretary that you master). 

Wishing to invest myself in a position that corresponds to my inspirations, I wish to be able to explain 

to you in person my motivations. 

In the meantime, please accept, (Madam, Sir), the expression of my respectful greetings. 

 

 

Signature 


