
Cover Letter 

 

Good day!  

I am writing to express my enthusiasm for the Executive Virtual Assistant position at your company. My 

robust background in administrative support, coupled with my proficiency in real estate market analysis 

and marketing strategies, makes me a well rounded candidate equipped to handle the dynamic 

responsibilities of this role. 

I excel in managing complex schedules, coordinating real estate transactions, and developing marketing 

campaigns. I ensure seamless operations and enhance overall productivity. My expertise in using tools 

such as CRM systems, MS Office Suite, and marketing automation platforms enable me to efficiently 

handle tasks ranging from property listings and client follow-ups to social media management and email 

marketing campaigns. 

 

Thank you for considering my application. I look forward to the possibility of discussing how I can 

contribute to your team.  

Sincerely,  

Faith Carel Gonzaga 


