14 Feb. 2018
Human Resource Division

Subject: Recruitment for the position of Virtual Assistant 
Dear Sir,
I would like to apply for the position of recruitment Virtual Assistant and express my eagerness to fill this role. Please accept my application for the position and refer to my linked in profile for specific details. 
I am highly organized and have strong time management skills. I am optimistic, confident and ambitious for the role. Being a sales and marketing industry member for last 1 year, I have managed to gain people skills, whereby I am able to easily understand people's needs. I believe this position requires building a long-term relationship with the employers by providing quality services to meet their company's KPI and value.
 As post graduated course student from the Leading University Sylhet with Masters of Business Administration majoring in Marketing, I have developed the skill to understand the nature of the business world.
In addition my current job role involved training new sales representatives gave me the understanding of psychological functions and human behaviors. Beside that previous employments helped me to gain excellent negotiation skills and technique with great convincing power. Placing the right people in the right place and building long term relationships with employers as mentioned above are assets that will ensure I am successful in this position.
My resume is attached and I am optimistic to discuss further in an interview at your convenience.
Thank you for your time, I am looking forward to your response.

Kind Regards,
Pritam Modak
Address: 20/1 Loharpara, Amberkhana, Sylhet 
Cell: 01715442555
pritammodak0@gmail.com

