
VANESSA JANE F. CAPALAR

09066168517 vanessajanecapalar2@gmail.com

To :
HONEY SOFIA V. COLIS
Director, HRMO
VISAYAS STATE UNIVERSITY
Baybay City, Leyte

03 February 2024

I have attached my documents for your reference and consideration and hope to speak with you
soon to discuss my qualification in further detail.

Yours faithfully,

VANESSA JANE F. CAPALAR

I am writing this letter with enthusiasm to apply as a candidate for the position of
ADMINISTRATIVE OFFICER (MANAGEMENT AND AUDIT ANALYST I) at VISAYAS STATE
UNIVERSITY-MAIN CAMPUS. I am very interested in this role and believe that my educational
background and experience  can make a valuable contribution to the office.

As a highly organized, adaptable and energetic individual with a bachelor's degree in Agribusiness
and previous experience working as a Branch Cashier who was responsible for managing multiple
tasks, including catering of costumer concerns and complaints, I'm excited by the opportunity to
share my knowledge and skills that I’ve learned in my past job. I've always had an interest in
helping others, and I feel that this position will allow me to further develop my professional skills. 


