FACULTY OF

VISAYAS | AGRICULTURE AND

STATE UNIVERSITY FOOD SCIENCE

BAGONG PILIPINAS

July 14, 2025

Dr. Prose Ivy G. Yepes
University President
Visayas State University
Baybay City, Leyte

Through: Ms. Honey Sofia V. Colis
Director, Human Resource Management Office

Dear Maa,

| wish to humbly apply for Administrative Assistant Il position. | have been serving the
university with dedication and efficiency for 40 yrs,, first at the Registrar's Office, then at the
Information Office, and since 2001 at the Faculty of Agriculture and Food Science Dean's
Office.

| was also awarded as Model Clerk last 2006 and also attended international and local
trainings. My function at the FAFS Dean’s Office is not only clerical works but also attends to
the student’s request and also assist the dean in the preparation of the reports needed by the
requesting office and perform other related jobs as requested by the dean.

Thank you.

Very truly yours,

&)
REM{&I“FA J. SOLIS
Admiristrative Asst |l
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