HR
Staff India, Sylhet.
Dear Sir, 
Wish you a very good day.
I have gone through your job post on Thousand Careers and come to know that you are looking for a virtual assistant for your company. As it a passion for me working as a virtual assistant, I don’t want to lose the opportunity and therefore applying for the post. Though as an undergraduate student, I believe myself to be the reliable person for your job.
I had worked in various company including international franchises restaurant and Software Company for last few years, which made me much expert in my work. I have admirable persuasive quality to handle the customer over the internet or phone call. Besides, I can make a presentation with a very short time in an effective way. I am able to work 60 hour per week on shift basis.
So you may trust me with any task as a virtual assistant. I will be eagerly waiting for your response. Thanks a lot for taking time reviewing the letter.
Your sincerely,
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