
JENNIFER G。 T!NAJA

B喝y. Pangasugan, Baybay City, Leyte, 0910761 7575,

○,2023

HONEY SOFIA V, COLIS

O看C置Directo「, ODHRM

Visayas State University

Baybay City, Leyte

Dear Ma’am:

Good day!

l am writing掘s Ie龍e「 to express my interest in applying for Administratjve

Assistan=l at Budget Of席ce. Since I currently work at Accounting O飾ce in

Visayas State University事l got the courage to appIy from Administrative Aide

lI to a higher position in order to grow in my ca「eer, knowIedge and

PersOna靴y。

To sho州y introduce myseIf工面ished my BS in Agribusiness course on May

2014 and ea「ned 40 units in Masters in Management on 2018. A龍e「 l

g「aduated in coiiege, I worked at Ph眼ootcrops, Visayas State University as

Administ「ative Aide. As a cle「k, l leamed to process disbursement voucher of

d聞きrent funds such as replenishme帝CaSh advance, Pre-t昭Vel and other

reIated disbursement activities.1 a!so was appointed as fac胴ato「 of Teaching

Pe巾)rmanCe Evaluation by Student (TPES) and currently appointed as ISO-

dDRC. in my five years being a Job Orde「, l got p「omoted to casual position

and transferred to Cash O締Ce effedive on January l,2021. 1 assigned in

Students’account se雨ces of w揃ch its malor espons繭時ty is to assess

students’schooI fees and and prepare summary of quarte「!y reports of

Assessment and Payments per semeste「. On 2022, l was dep!oyed to

Accounting O怖ce with the same duties, hence, =ea「n the duties of Receiving

and ReIeasing of documents and of Pre-audit activ貼es in the o珊Ce. At

PreSen= am appointed as dDRC of皿e O輌Ce. By these experiences言t he[p

me to gain knowIedge in accoun軸g system which is also neededねpplicabIe

in clerical works.

Being a worke「 fo「 almost lO years in Visayas State University is a wonde血I

OPPOrtunity fo「 me to deve看op my character as a publie servant. And I have

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

Whatever come to pass.

Lcoking forward he雪面ng from you soon.

JEN臆NIF圏
Appl icant

l NAJA


