
Melanye Kanaan
Executive Assistant

Dear Aarona Bohaty,
 
I am thrilled to apply for the Executive Assistant role at Google. The 
opportunity to contribute to a company renowned for its innovation and 
impact excites me immensely.
 
With over seven years of experience as an executive assistant at 
Microsoft, I have honed my ability to manage complex schedules, facilitate 
communication, and support executive-level teams efficiently.
 
Some key achievements from my previous roles include:

• Spearheading a project that reduced administrative costs by 20% 
through process optimization at Microsoft.

• Coordinating a cross-departmental initiative that resulted in a 30% 
increase in team productivity.

• Managing logistics for an international conference attended by over 
500 professionals, ensuring smooth execution from start to finish.

• Implementing a new digital filing system that improved document 
retrieval speed by 50%.

 
In addition to my administrative prowess, I bring strong organizational 
skills and a knack for problem-solving. Certified in project management, 
I excel in environments that require strategic planning and proactive 
decision-making.
 
Leadership and community involvement highlights:

• Certified Project Management Professional (PMP), enhancing my 
ability to lead and manage complex projects.

• Awarded Employee of the Year at Microsoft for exceptional teamwork 
and leadership.

• Volunteered as a mentor for the Women in Tech program, fostering 
growth and development of upcoming talent.

 
Google's commitment to fostering innovation and its dedication to making 
information accessible resonates deeply with my professional values. I am 
eager to be part of a team that prioritizes creativity, collaboration, and 
positive global impact.
 
I am enthusiastic about the possibility of discussing how my skills and 
experiences align with the goals of Google. Thank you for considering my 
application, and I look forward to the opportunity for further discussion.
 
Warm regards,

To

Aarona Bohaty

Google

901 Innovation Way, Nashville, TN

From

Melanye Kanaan
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