                                   Cover Letter
February  12, 2018
Recruiting Authority,
Staff India,
Sylhet.

Subject: Job Application for the post of Virtual Assistant.
Dear Sir,
My Proven track record working as a Sales Assistant for over three years makes me an ideal candidate for  your Virtual Assistant Position , as advertised in the Thousand Careers.com website. Here are a few highlights of my skills and qualifications:
· Proficient in Microsoft Word, Excel, Powerpoint, and Internet Browsing.
· Implemented a quick response method which increased customer satisfaction by 50%.
· I have completed  Master’s in Business Administration from Leading University.
· I have completed Honors and Master’s in Political Science from National University. 

My Complete CV are included with cover Letter. My contribution to your company would be significant. I believe I can effectively add to the overall goals based on my prior qualifications in this area. I look forward to discussing the position with you in more detail.
Sincerely, 
Sojib Ghose Chowdhury


