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Bentley Thomas
Personnel Manager,

Rainbow Consultancy Pvt. Ltd
1239, South Plaza, 
New York, USA
10th June 2012
Dear Mr. Thomas,

This is in reference to your advertisement in the newspaper for the post of secretary; I would like put forward my candidature for the same post. I have attached my resume for your consideration. I am sure it will show you that I am very suitable candidate for the job.

By my previous work experience I have gained excellent communication skills. I have worked in a similar position for past five years and have under taken managed few training in this area to enhance my personal skills. You will find enclosed certification in support of this. I am able to handle a large call density and work well under pressure.

I hope you will give me an opportunity to meet you and attend a personal interview and assure you that I would turn an asset to your company.

Yours faithfully,

Mercy Mark
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