Sabbir Ahmed

Hiring Managar

Dear Hiring Managsr,

Thanlk you for the opportunity to apply for the Office Assistance role at your company. After reviewing
vour job description, it's clear that vou're locking for a candidate that is extremely familiar with the
responsbilities asscmated with the rols, and can parform them confidantly. Given these requiraments, I
am certain that I have the neces=ary skills to successfully do the job adeptly and perform abows
expectations,

lam a hard-working recent collage graduate { 4.53 GPA, BES ) from MNorth East balagon) ecllage . During
the course of my academic career, I alsomanaged to accrus nearly 1 year of work expenienca. [ had the
privilege of working for Gulshan computer in an Assitance of computer typesit role in my free ime,
whara I learned valuakble professional slulls such as wvendor sourcing VIP relations, substance abuse
counsaling, and business development. [n both my academac and professional life, T have baen
comsistently praised as efficient by my professors and pesrs. Whether working on academirc,
axtracurrioular, or professional projects, I apply proven creative thinking, communication, and langnage
skills, which I hope to leverage into the Office Assistance rols at your company.

After restewing my resume, [ hope will agres that [ am the typs of compsetent and compatitive
candidate you are looking for. 'ﬁ:\mﬁ:ma rd toelaborating on how my spacific skills and abilities will
banafit your organization. Fleass contact ma at [PHONWE] or wia email at [EMAIL] to arranga for a
convenient mesting Hme.

Thanlk vou for vour consideration, and I look forward to hearing from you soon.

Sincerely,

Sabbir Ahmead



