
JENNIFER G. TINAJA

Brgy・ Pangasugan, Baybay City, Leyte, 09107617575,

jemife「・ tinaja@vsu ,edu. ph‾‾‾‾音○○’○○音‾‾-‾‾、’〇・一・〇’i音i音i-」・i　　∴---〇〇〇〇〇----」〇〇〇---　　　　---、-…-一一一一---　　　〇一　　　一-〇〇・〇音〇、・・〇〇〇・、「

August 3,2023

HONEY SOF!AV. COL!S

OIC-Directo「夢ODHRM

Visayas State Unive「sity

Baybay City, Leyte

Dear Ma’am:

Good day!

I am writing this lette「 to express my interest in applying for Administrative

Assistan川at Budget O簡Ce. Since l cu「rentIy vi,Ork at Accounting O飾oe in

Visayas State University’I got the courage to apply from Administrative Aide

ll to a highe「 position in order to grow in my career, knowIedge and

PerSOna iity.

丁o shortly introdu∞ mySelfl l軸Shed my BS in Agribusiness course on May

2014 and ea「ned 40 units in Maste「s in Management on 2018. Afte=

graduated in ∞llege言WOrked at Ph眠OOtCroPS, Visayas State University as

Administrative Aide〃 As a c書erk, =eamed to process disbursement voucher of

d嗣eren軍funds such as rep寒enjshment, CaSh advance, Pre=traVeI and other

「elated disbursement activities・ l aiso was appointed as fac晒ato「 of Teaching

Performance Evaiuation by Student (TPES) and altemate ISO-dDRC, !n my

five years being a Job Orde「, l got promoted to casuaI position` and

transferred to Cash O締ce effective on January l ,2021. 1 assigned to students’

ac∞unt Ser涙ces in w輔s旧ts major respons卓b湖y is to assess s‡udents, sch∞]

fees and and p「epare summary of quarferly reports of Assessment and

Payments per semeste「" On 2022' I was depIoyed to Accounting O簡∞ With

the same duties, hence言Ieam by helping the duties of Receivjng and

ReIeasing and of Pre-audit act航ies in the Q珊Ce. By these expe「iences言t

h軸me to gajn know]edge jn ac∞un帥g sys量em whie虹s comec嘉ed舶m輔ar

to budgeting systemぬrea.

Being a wo「ke「 for aimost lO years in Visayas State Unive「sity is a wonde血I

OPPO血nity for me to develop my characte「 as a pu輔C Servant. And I have

this strong falth that God ho!ds my tomo「row and that He foreordained

Whatever come to pass.

Looking forward hea「ing from you soon.

JENNI畿
AppIicant

T! NAJA


