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HONEYSOFIAV.COLIS

Director,HRMD

VSU,BaybayCity, Leyte

Dear MaamColis,

Greetings!

I amwriting to expressmysincere intent to applyforAdministrativeAideVI in theOfficeof the Human ResourceManagement andDevelopment

Office.

I am a graduateof Bachelorof Science in BusinessAdministrationmajor in Human Resource DevelopmentManagement. I alsohave units earned in

BachelorofArts inEnglishandDevelopmentCommunication.

I amdiligent, organized, andcapableof handling taskswith minimal supervision.Mycommunicationskills, bothoral andwritten, arestrong, and I am

adeptatlearningnewsystems,procedures, and technologies that enhanceefficiencyand productivityin theworkplace.

Throughoutmyacademic andprofessional experiences, Ihavecultivated astrongworkethic, a proactivemindset, and asincerewillingness toserve.

Enclosed is my PDS for your review. I am hopeful that you will consider my application favorably. I am willing to attend any examination or

interviewatyourmostconvenienttime. Itwouldbeaprivilege to discuss inpersonhowIcancontribute toyouresteemed institution.

Thankyouverymuchfor taking the time to consider myapplication. I look forward to the opportunity of serving and growingwithVisayasState

University.

Respectfullyyours,
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