[10.04.2018]

Rich Cosultancy Firm
House 34,Main Road,Block-A
Shahjalal Uposhahar,Sylhet-3100

Re: Office Assistant

Dear Sir:

I was excited to see your circular for a office assistant, and I hope to be invited for an interview.

My background includes serving as a client service associate within both scouts trainner and retail environments. And also a student of accounting department.

Now, Im  working on a computer training center. In these positions, i grow my skills in better position for servicing the client .

In addition to this experience, I gained considerable customer service skills during my got tranning about presentation skils at high school and college and presently at university.

I also bring to the table strong computer proficiencies in MS Word, MS Excel and MS powerpoint applications and a year of college (business major). Please see the accompanying resume for details of my experience and education.

I am confident that I can offer you the client service, communication and problem-solving skills you are seeking. Feel free to call me at 01778735581(cell) to arrange an interview. Thank you for your time—I look forward to learning more about this opportunity!

[bookmark: _GoBack]Sincerely,



Md. Jahirul Islam Hasan

Enclosure: Resume
