Date: 210.02.2018
To 
HR Manager
Staff India
Subject: Application for the post of ‘VIRTUAL ASSISTENT’
Dear ‘Sir’,
In response to your job advertisement published in ‘THOUSAND CAREERS, I would like to offer myself as an eligible candidate for the position of ‘Regional Manager’.

I am confident to work at ‘Staff India’, where I can utilize my knowledge, skills, potentials, and innovation. I understand from your advertisement that your organization needs young, enthusiastic and dynamic people for working sincerely for the above position.

I have got my ‘MBA’ degree Major in ‘Financa’ from ‘North East University Bangladesh’ in ‘2017(held in ‘2017’). I am confident that if provided the opportunity to serve your organization, I will prove myself to be as an important asset for your organization through my dedication, sincerity and highest level of professionalism.

I would request you to kindly consider my application. I am confident of coming up to your expectations and am herewith enclosing my Curriculum Vitae and photograph.

For any query, you can reach me at my mobile ‘01737976092’ and also e-mail me at ‘shorif145@gmail.com’.
Thank you.

Sincerely,

‘Md.Shorif Ahmed’
Enclosure:
1. Curriculum Vitae

2. Photograph

Curriculum Vitae of  “== [Name] ==”
Picture
National ID No.
: ‘== ==’
Present Address
: ‘== ==’


Mobile No.

: ‘== ==’
Mailing Address
: ‘== ==’


	Objectives
	In an organization, I want to see myself as an employee performing best and growing fast. I would like to learn, to take on additional responsibilities and to contribute as much as I can.

	Educational Profile
	Level
	Institution
	Concentration
	Passing Year
	CGPA

	
	M.Sc.
	
	
	
	

	
	B.Sc.(Hons.)
	
	
	
	

	
	H.S.C.
	
	
	
	

	
	S.S.C.
	
	
	
	

	Skills
	Personal Skills:

· Friendly, approachable personality with a positive outlook.

· Highly organized and methodical with excellent time management and prioritization.

· Ability to remain calm and focused under pressure and work within strict deadlines.

· Welcome challenges, learn fast and adapt well to new situations and opportunities.
· Ability to lead, motivate and inspire others.

· A committed team player.
Communication Skills:
· Well presented with excellent communication, negotiation and interpersonal skills.

· Ability to interact effectively with people at all levels with patience, tact and diplomacy.

Computer Skills:
· Up-to-date with latest and new technologies and updates.
· Technical expertise on setup, maintenance, management, customization, modification of Operating systems of desktop/laptop (especially Windows OS) and mobile (especially Android OS).
· Operating Systems: Windows (XP, Vista, 7, 8, 8.1), Linux, Android, Symbian .Software Application: Microsoft Office, Open source offices, Adobe programs

	Interests
	In my additional time I like to keep myself active and busy. I enjoy surfing internet and being introduced to new technologies. I like meeting and socializing with friends and working with a team. I keep myself relaxed by listening to music and watching movies and games.

	Activities
	· ‘== if any==’

	Research Works
	· ‘== if any==’

	Working Experiences
	· ‘== if any==’

	Personal Profile
	Mother’s Name:
Father’s Name:
Date of birth: 
Nationality: 
Religion: 
Marital Status: 
Permanent Address:

Village: 
Post Office: 

Police Station: 

District: 

	References
	Name:

Post:

Organization:

Contact No. : 
Email: 
	Name:

Post:

Organization:

Contact No. : 

Email:


