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DearMs.Solis,

Iam writingtoexpressmykeeninterestinbecomingaScienceAideatVisayasStateUniversity,

asadvertisedontheGooglewhileIwassearchingforajob.Withmy3monthsofexperienceas

aSecretaryatMegashipBuildersInc.locatedinAlbueraLeytewhohelpedmebuildmystrong

leadershipskills,timemanagementskills,communicationskillsbothverbalandnon-verbal,I

am confidentthatIpossessthequalificationstoexcelinthisroleinyouschoolcommunity.

Inmypreviousroleassecretary,Iwasobligedtoorganizeddocuments,processdocuments

(e.gJobOrderFormsfortheContractors),andemailingdocumentstothemanager.Iam also

goodattheBasicComputerSkillswhichhelpedmetomakemyjobalotmoreeasier.

Iam drawntomakingnewexperienceandnewlearninginthenewenvironmentatVisayasState

UniversitybecauseIam closetoschoolcommunityasIgraduatedinBachelorOfSecondary

EducationMajorinSciencewhichIalsobelievedthatIwillcontributealotbasedontheposition

Iam applyingfor.Iam particularlyexcitedtotheopportunityformetolearnandwillhonemy

skillswhichIwillalsouseinthenearfuture.

Myresume,whichisattachedforyourreview,forfurtherdetailsaboutmyqualificationsand

experience.Thankyouforyourtimeandcooperation.

Sincerely,

SHEINAHCAMILLEGUILLANO


