Application Letter
October 18,2022

JessaS. Bena

Sitio San Vicente, Brgy.
Kilim,

Baybay City, Leyte
(+63) 950 832 1608

Honey Sofia V. Colis
OIC Director, ODHRM VSU
Baybay City, Leyte

With Regards,

Herewith I send an application letter and personal data sheet in response to the job
posting in Jobstreet SEEK. I wish to apply for the position of Administrative Aide Il
(Clerk I).

[ believe I have the necessary skills and abilities required for the job. | am organized,
keen to details, resourceful and fast learner especially when I put my attention and
passion to the job. I have knowledge in using Microsoft Office Tools. I also have
experienced encoding alot of file in one whole shift when [ was in my internship.

I may lack in some aspects like | haven't finished my college degree, and I can just
provide now my diploma from high school because my transcript of records from the
University I went is still under process. I don’t have the enough experience related to
the job, but I can say that I can still somehow use what ['ve learned in my unrelated
work experiences and with what I have learned facing the dailylife. I am fortunate to
pass the current Civil Service Examination, Sub-Professional, First Level Eligibility. I
am now waiting for the announcement on when I can get the certificate from the Civil
Service Commission RO 8.

[ really hope there is a chance interview where I can explain how I am a potential
asset in the institution, including the role I may be able to play in the coming years as
administrative aide.

Sincerely,

sa,. Bena



