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To,

Ronny Coleman,

HR Manager,

Tesco enterprises

Charleston

August 1, 2012

Dear Sir,

This is in reference to the advertisement for the post of an Editor in Daily Chronicles on July 29, 2012 for the post of Secretary.

I am a graduate of English Literature from English and Foreign Languages Universities, would like to apply for the post of Personal Secretary to serve you. I would like to let you know that I am a gold medalist in English literature and was topper of my college. Apart from linguistics, I have also done a certificate course in creative writing from Symbiosis Institute. I have passed Short hand type and writing from A-one institute. 

I feel that I have all the qualities which this post demands. My dedication was well recognized by my teachers and employers who have time and again appreciated me for my work. With my current experience and education I hope to do justice to this role.

If selected, I would render you with my best services and would accomplish the task assigned to me in time. Should you find me interesting to talk to, contact me at the above number and I’ll avail myself for an interview. Thank you for your consideration.

I look forward to the opportunity of a personal interview.

Thanking you,

Yours truly,

Jacinta Perry.

Charleston, Western Virginia
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