
Nguyen Van B

Address:
10 April, 2012
To whom it may concern,
I would appreciate your kindness in considering my application for administrative staff position which your company is recruiting.
My major is Foreign Languages (Office Administration). Through the time in university, I have acquired and built for myself a solid basic knowledge base. I am really confident of my English skills and efficient computer skills which were trained by my major. 
At present, I am being a Project Secretary of Chan Phuong Engineering JSC. In addition, I used to be a secretary of SunResort Vina Co., Ltd.

 With the knowledge from University and the practical experiences in my job, those helped me get more Office experiences and skills, have capabilities in working dependently and maintain good relationship with everyone. So I think I have enough qualifications for this job. 
It will be a great and challenging experience if I have a chance to work for your company. Thank you for reviewing my enclosed resume. I am willing to come to your office for a personal interview. You can reach me at number 0933.628.729.
I am looking forward to hearing from you soon.

Yours faithfully,
Nguyen Văn B
