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To:

HRD Manager
…………………………… (Company Name)

…………………………… (Contact Address)

……………………………. (Place)

PIN Code: ………………..

Contact Number ……………….

Dear Sir,

Sub: Application for the post of Marketing Manager.

Ref: Your advertisement in Daily News dated ……………

1. With reference to your above advertisement, I wish to submit my candidature for your consideration of the same.
2.  I am aged ……. Years and possess a MBA Degree in Marketing from ………….. University (Name) which I obtained in the Year ………

3. Afterward, I was working as a Marketing Executive in ………………. (Name of Company) at ………….. (Place) from …………… to ……………. (Dates) dealing in ……………. (Name of Product).

4. I possess excellent communication skills and leadership qualities to motivate a team to accomplish the targets laid down by the Management.

I am enclosing my detailed Resume for your reference. 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.

Thanking you.

Yours faithfully,

…………… (Name)
Enclosures:

1) Resume with PP photo.

2) Copy of Experience Certificates of previous job.
3) Copy of Educational Certificates
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