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	John Tommy
K9 h3 w6  •  541 Amyer St, Peterborough  •  (1234) 234-456  •  johnstomy01@gmail.com

	

	October 7th 20019
Menge Levi
office secretary
spotlight enterprises company limited
	984, Thomas street
St. john avenue PH l6T 4t6

	Dear Mr. Menge Levi 

	Based on your advertisement that I came across in the star newspaper, where you had advertised about the job offer of an office secretary under the job description of P346726. The job really caught my interest since I have always been yarning to work with your company. This is because of the good working environment that you are known to give your employees and the best reputation of the services that you offer to the society such as building bridges, schools, hospitals and finally assisting the needy. 
I am really flexible at all times since I can do any kind of chores that I may be required to do. I have excellent administrative skills such as managing people, allocating and supervising duties and equally I can perform the same duties too. I have some good communication skills hence I can communicate to anyone and understand anyone’s needs. I am self-motivated because I always do things without anyone forcing me to do anything. I am able to work independently and similarly with any team that I might be assigned to work with. I am also able and willing to work for any shift may it be for the day or for the night. I am also commuter literate, therefore, am able to use emails and Microsoft work and other computer related stuff. On academic qualifications I have done a diploma on secretarial services and also done a diploma on effective public relations.
Character wise, I am an emotionally mature person. I am sensitive to diversity, I am able to engage respectfully and appropriately with individuals who have issues such as rudeness, carelessness and lack of personal respect. I am empathetic and finally, I have a consistent personal boundaries when working with vulnerable population. With my abilities I can compare any required documentation. I can complete custodial duties. Finally, I can follow client procedures.

I would wish to thank you in advance for taking your time to peruse through my letter. On the same conjunction I would kindly wish that you may invite me to your interview whenever it would be, I would gladly attend it. For any further clarification or information about me. You can contact me through my number which is (1234) 234-456 or email me through johnstomy01@gmail.com. I will call and know my application progress in one week that is on 14th October 2019.
Sincerely,

John Tommy
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