Dear Sir.
I’m writing in response to your recently advertised position for an Admin Officer. I am very interested in this opportunity with your company and believe that my qualifications, education and professional experience would make me a strong candidate for the position.
I have several years of Administrative experience, including working in a busy work environment with multiple phone lines and a large professional staff. I can therefore handle the bustling environment of a large of office such as yours.
I firmly believe that I can be a valuable asset to your team. I have excellent computer skills and experience working with MS programs and other software. I have outstanding organization skills, multitasking abilities and I can find suitable solutions to problems that often arise in this type of business.
At my current job, I have trained five other employees in our scheduling platform, due to my experience and comfort with the program. My background and skills make me an excellent candidate for this position. 

I have chosen two very honest and well-respected members as my references. The first is Prof. Dr. Taher Billal Khalifa. He is Dean, School of Business of Metropolitan University Sylhet. And the second is Mohammad Jamal Uddin. He is the Head of Business Administration dept of the Metropolitan University Sylhet. 
Thank you for your consideration. I look forward to hearing from you to arrange a time to speak in person.

Kind Regards, 	
Sharmina Chowdhury


