






	To,
The HR Manager,
Obtain a position as an Administrative Assistant, Office Supporting Staff & Medical and Health, Sales and Purchase or any new challenges in which my organizational abilities can be fully utilized any department. Work in a place where there is a need for a variety of office management skills including – computer knowledge, organizational abilities.
My Resume indicates (10) Years’ experience in different sectors. I have worked in five years as a Medical Lab technician in India and then I worked in three (4) years Administrative Assistant cum General Clerk, and Pipeline Checker in Singapore (Marine Sector) and then now presently working in a Sales and Office Executive in Stationery and Furniture sectors.
I can work any new challenging job, and at the same time I am looking for my career growth. I am flexible to work any place and anywhere. I f I work any company I can use my full energy, and ideas for developing the company.
Thank you for consideration and I am looking forward from your favorable response.
[bookmark: _GoBack]
Respectfully yours,
XYZ, 
LOGO HERE


	[Company Name]
[Street Address, City, ST ZIP Code]
[Phone]
[Email]
[Website]



[Recipient Name]
[Street Address, City, ST ZIP Code]
Dear Recipient,
Write the body of your letter here.  To update any of the information in this letter, simply click and start typing!
Want to customize your color palette?  Just go to the Design ribbon, and select Colors from the list.  If you choose a color palette that you like, the colors of the header images will update, as will the text colors.  Make the document yours!
Want to change the fonts that are used?  That is just as easy to update.  Just go to the Design ribbon and choose Fronts from the menu options.  You can use a built-in font combination or choose one of your own.  
Dear Recipient
Dear Recipient
Your Title
