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Info

Dear Mr. White,

As a young and motivated individual, | am writing to express my interest in the

Trainee Administrative Assistant position at John Smith and Associates.

Having completed my HSC studies in November 2019, along with obtaining a ,Oening paragr
Certificate Il in Business Administration, | have acquired practical skills suitable Make it Perso a,oh
for this role. During my studies, | worked part-time as a Customer Service tailo, i‘tf naf and
Assistant at KSmart, where | gained experience in face-to-face customer aloro’iCa‘tio eachjob
service, stock management, and visual merchandising in a professional the read "' to to grab
environment. er's atteﬂ‘tion
My qualifications and experience align with the requirements of the job:
« Customer Service: Four years experience in face-to-face customer service,
including register operations and assisting customers on the retail floor. raphs Describe
« Reception Duties: Proficient in handling incoming calls and assisting Bod‘j Parag P ts
customers with phone-based enquiries. your achievemen
« General Administration: Trained in filing, data processing, records Use Pas-t work tasks as
management, and written communication through my Certificate Il in examf"es X0 demonstrate
Business Administration. g o do
ou have the skd:\s t e
. . . . : lain Why YO
My interpersonal skills and engaging personality have been commended by the job- EX? the job.
both teachers and employers. | am driven by the challenge of meeting a 9°°d f‘t =

objectives and continuously learning.

I am confident that my motivation, commitment, and existing skills make me a

suitable candidate for your organisation. | am eager to discuss how | can

contribute to your team further in an interview. Enclosed is my resume for

your consideration. Please feel free to contact me at your convenience. Thank Invite the
you for considering my application. emP/Oyer I

cont
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