
Good day! Ma'am/Sir, 

I am writing to express my sincere interest as an Admistrative Aide and to inform you that while I have 

not yet taken the civil service exam, I am diligently preparing to do so within this year. 

I am committed to enhancing my qualifications and believe that successfully completing the civil service 

exam will significantly contribute to my readiness for the role. I am eager to embark on this journey and 

assure you of my dedication to securing the necessary certification. 

Nevertheless, my additional trainings and seminar certificates serve to enhance my qualifications. 

 

 

 

 

 

 

 

 

 

 

Sincerely, 

JENNIFER C. CORAZA 


