
March23,2024

HONEYSOFIAV.COLIS
Director,HRMO
VSU,BaybayCity,Leyte
jobs.vsu.edu.ph

DearMa'am Colis;

Greetings!

AcceptthisletterasanexpressionofmydesiretoapplyforthepostofBoardSecretary

I,inyouresteemedorganization.Iearnedamechanicalengineeringbachelor'sdegree

from EasternVisayasStateUniversity.Iam flexible,detail-oriented,anddedicatedto

mywork.

I'm qualifiedforthisrolebecauseIhaveavarietyofadministrativeabilitiesand

knowledge,includingthefollowing:

 Well-versedinarrangingandfilingpaperworkaswellasotherrelevantclerical

tasks.

 Proficientwitharangeofofficeprograms,includingMicrosoftWord,Excel,and

Powerpoint.

 Excellentabilitytomasternewtasks,computerprograms,anddirectionswith

assuranceandease.

 Thoroughattentiontodetailandtheabilitytocompleteassigneddutiesquickly

andcompetently.

Anytimeyoufindmostconvenient,Iam willingtoattendaninterview.

YoucancontactmeatthenumberandemailprovidedinthedocumentsI'veincluded,

whichprovidemoreinformation.I'm hopingyou'llconsidermyapplicationandrespond

favorably.

Thankyou!

Sincerely,

ANGELOOPERARIOARUTA
Applicant

TaclobanCity,Leyte

+639659248435

angeloaruta6@gmail.com


