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Managing Director 
Clipton Group of Companies 
Khulshi; Chittagong
Dear Sir 
As a fresh and driven Management graduate, I am applying for the Human Recourses and Admin or An Account Assistant  position at Clipton Group of Companies. I recently obtained a Master’s degree in Management from National University in 2017(held in 2019). Through my education and internships, I developed expertise in performing many accounting tasks that will enable me to perform form exceptionally well. 
As you are search of candidates who have outstanding accountancy and computer skills, I fulfill your requirements.
Moreover, I can support sales and customers service teams as well as perform administrative tasks. My high attention to detail, coupled with excellent communication skills, is admired by supervisors many times. 
I would like to meet with you to discuss my accounting skills and qualification in detail. Thank you for your time and consideration, and I look forward to hearing from you soon. 

Yours sincerely 
………………………



