Basco, Ma. Fe O.

Purok 2, Santo Rosario

Maasin City, Southern Leyte, 6600
mariafebasco77@gmail.com
+639062088060

August 14, 2025

RYSAN C. GUINOCOR
Director, Administrative Services
Visayas State University

Visca, Baybay City, Leyte

Dear Madam,
Greetings!

| am writing to respectfully express my intention to apply for the position of
Administrative Aide lll at the Data Privacy and FOI Services. | believe my academic
background and relevant experience make me a suitable candidate for this position.

| am a graduate of Bachelor of Science in Economics majoring in Environmental and
Development Economics from Visayas State University and | hold Career Service
(Professional) Eligibility. | completed my internship at the DENR-Environmental
Management Bureau Regional Office 8, where | was assigned to the Finance and
Administrative Division. During this period, | was exposed to various administrative
tasks, including document processing and monitoring, recordkeeping, and assisting in
the preparation of administrative reports and official communications. This experience
has helped me develop skills essential for effective administrative work in the
government sector.

| am confident that my training and exposure to actual administrative operations have
equipped me with the necessary skills and work ethic required for the position. | am
detail-oriented, efficient in handling clerical responsibilities, and capable of working
independently or as part of a team. | am eager to contribute to the office’s mission in
delivering quality public education by ensuring strong administrative support.

| am available for an interview or any qualifying examination at your most convenient
time. Thank you for considering my application. | look forward to the opportunity to be
of service to your office.

Respectfully yours,

Ma. Fe O. Basco



