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JPMorgan Chase

Birmingham, UK, 23 January 2024

Dear Hiring Manager,

I am writing to express my keen interest in your esteemed organisation's Senior Financial Services Administrator position,

discovered through your employee Sidney Burton. Having come across this exciting opportunity on your company's

website, I am eager to bring my extensive expertise and leadership skills to your dynamic team.

As a Senior Administrator, I served as the primary point of contact for stakeholders across all levels, ensuring the

establishment of seamless communication channels. My commitment to fostering robust relationships has consistently

positively impacted organisational objectives. Furthermore, my focus on staff training and development played a pivotal

role in the successful design and execution of comprehensive training programs. These initiatives elevated team morale

and significantly contributed to the continuous improvement of our office management practices.

Implemented a communication strategy resulting in a 30% reduction in response time to stakeholder inquiries,

enhancing overall stakeholder satisfaction.

Introduced and managed an innovative office technology upgrade, reducing process turnaround time by 20% and

directly impacting operational efficiency.

Successfully designed a streamlined customer feedback system, leading to a 15% increase in satisfaction scores

within six months.

JPMorgan Chase’s commitment to excellence and growth resonates with my professional values. I am confident that my

team management, process development, and stakeholder engagement skills will substantially contribute to your

organisation's continued success.

I am eager to discuss how my skills can contribute to your organisation's success. Thank you for considering my

application. I am available for an interview at your earliest convenience, and you can reach me by phone at +44 1632

960328.

Sincerely,

Lilly Jones

Attached: CV and references

Lilly Jones +44 1632 960392 example@cvmaker.uk


