Amanda Nesom
0697306194 • amandanesom812@gmail.com
Subject: Application for Employment Opportunity
To the Hiring Manager,
I am writing to express my strong interest in joining your organization. Bringing 30 years of diverse, high-level administrative, financial, and sales experience within the South African corporate landscape, I am a proactive, forward-thinking professional. As a natural people's person and an exceptionally quick learner, I pride myself on my ability to master new systems rapidly, adapt to fluid business environments, and add immediate value.
My extensive multi-faceted background allows me to add strategic and operational value to your team:
· Executive Support & Training Administration: Comprehensive experience serving as a trusted Personal Assistant to company Directors. Proven capability in managing executive calendars, buying, setting up crucial business appointments, sourcing vendor vouchers, and creating professional training manuals.
· Financial & Payroll Administration: Decades of hands-on experience handling business financials, including invoicing, budgets, Pastel Cashbook records, and processing monthly salaries and wages.
· Logistics & Corporate Account Management: Proven success in the courier sector, working my way up from a dedicated salesperson to a senior Account Manager personally managing retention for the company's top 10 high-value corporate clients.
· Property & Real Estate Expertise: Detailed experience in property sales, rentals, and short-term letting—handling the complete lifecycle from cold calling and property showings to closing deals, liaising with legal attorneys, and navigating deeds office procedures.
· HR & Staff Management: Skilled in coordinating staff employment processes, managing team needs, and accurately drafting comprehensive HR contracts.
· Technical Proficiency: Highly skilled in Excel, MS Word, Teams, and Google Workspace applications.
Throughout my 30-year career, my greatest asset has been my ability to connect with people, earn their trust, and absorb new skills with calm efficiency. I combine this interpersonal strength with a forward-thinking mindset to anticipate organizational needs and streamline workflows. I am exceptionally organized, highly adaptable, and eager to contribute to your company’s long-term success.
Thank you for your time and consideration. I welcome the opportunity to discuss how my extensive skill set and proactive work ethic can benefit your business.
Sincerely,
Amanda Nesom

