
Faith Angelyn O. Gepiga  
Baybay City, Leyte | 09474647054 | chaorifelatanie@gmail.com   

 

Application Letter for Administrative Aide IV Role at Visayas State University ( National Coconut Research 

Center – Visayas) 

  

Dear Hiring Manager,  

I am writing to express my  interest in the  Administrative Aide IV Role at Visayas State University ( National 

Coconut Research Center ). With my experience as an Advisor I in customer service, combined with my skills 

in organizing, managing files, leadership, and teaching, I believe that I am a highly qualified candidate for this 

position.  

As you will find on my resume, I have had a variety of experiences with many different roles in customer 

service, where I developed excellent communication and problem-solving skills. These skills are essential for 

providing efficient administrative support in a university setting. My experience as an Advisor I has allowed 

me to effectively manage multiple tasks simultaneously while maintaining a high level of attention to detail.  

One particular experience that stands out is my role as an Advisor I at Concentrix , was responsible for handling 

customer inquiries and providing them with accurate and timely information. This required strong 

organizational skills to manage the large volume of inquiries and ensure that each one was addressed 

appropriately. Additionally, my leadership skills were crucial in guiding and supporting the team during busy 

periods, fostering a collaborative work environment.  

In closing, I am excited about the opportunity to contribute my skills and experiences to the Administrative 

Aide IV role. I am confident that my strong organizational skills, leadership abilities, and teaching experience 

make me an ideal candidate for this position. I would welcome the opportunity to further discuss how I can 

bring value to your institution. Thank you for considering my application.  

  

Sincerely,  

Faith Angelyn Gepiga  


