
APPLICATION LETTER

Jesse l Jene C . Dalagan

Purok Lemonsito , Brgy. Baas

Hilongos Leyte 6524

+639518229117

jenedalagan@gma il.com

September 30 , 2024

HONEY SOFIA V. COLIS

Director, HRMO

VSU, Baybay C ity, Leyte

I w ish to apply fo r the position tit le of Administrative Aide IV (Clerk II) plantilla item no. ADA4-150-2004 to

be assigned at VSU-Main (Procurement) as posted on CSC job portal.

I have comp leted my Bachelor’ s Degree in A gribusiness at Visayas State University -Main Cam pus last

2022 of August w ith Lat in Honors. I also worked as a field enumerator at Departm ent of A griculture-

Agricultura l Cred it Po licy Council (DA-A CPC). Recently , I have been work ing as a branch clerk fo r over 15

months at Pacifica A grivet Supp lies, Inc. (PASI).

During my time as a branch clerk at Pacifica Agrivet Supplies, Inc., as well as during my prev ious

experience in fie ld interview to farmers, I have had to develop and ma intain strong communication,

organizat ional and t ime management sk ills in o rder to effic iently and effective ly manage farmer’ s

queries and com pany ’ s transactions.

Throughout my employm ent histo ry , I have learned to juggle and hone my clerical abilit ies and

responsibilities w ith general adm inistration and customer serv ice tasks. This has also he lped to develop

my organizat ional sk ills and has strengthened my ability to m ultitask .

I believe the strong educational foundations and em ployment experience I have had make me an ideal

candidate for this position. I look forward to discussing things w ith you regard ing this matter.



Sincere ly,

JESSEL JENE C . DALAGAN


