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Mr. Joe Morgan

Miracle Sales Corp

25, Jackson Heights

Anderson Pl.

Spokane, Washington

Dear Mr. Morgan,

I came across your job advertisement for the post of Secretary. I am applying for the same with my resume and credentials. I can provide you with recommendations, if you need.

I have the required qualifications and relevant experience that makes me a suitable candidate for this position.

I did my graduation in Arts and I also undergone a secretarial training course.

I worked as a Secretary for four years at a sales firm. I acquired vast knowledge about the secretarial work and improved my skills. I know short hand and I have fast typing speed. I have the knowledge of all the generally used computer programs.

I have a successful track record in my short span of career; I won the employee of the month award many times in the past.

Thank you. I look forward to your reply.

Sincerely

Justin Howard
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