Date 31/10/2017

Dear sir/madam,

I would like to apply for office assistant at student home school.
I believe this position would provide a great opportunity to further my chosen career. My willingness is to work hard and build my skill base will make me a good candidate for the job. I have passed HSC and can run Microsoft word and excel also i did IELTS test got 5.5 and I can speak well English. so If you grant me this job I would highly appreciate it. 
I look forward to hear from you at your convenience.

Regards, 

Saif Uddin Khan 
Contact 01715544190
