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February 10, 2023

Fintech Finance,
Adminstrative Manager
232 Stephen Ch.
Coullie 23221

Dear Hiring Manager,

| am delighted to appeal for the Administrative Officer position at your company. As a highly
adept and experienced individual, | am self-confident that | have the qualifications, skills, and
experience required to make a noteworthy contribution to your company.

In my current role as an administrative officer in my previous company. | have acquired skills in
administrative duties, data management, and communication. | own good communication and
interpersonal skills which have authorized me to supervise complex projects and work
constructively.

All through my profession, | have expanded in supervising privileged information, regulating
research, analyzing data, and preparing reports. | am proficient at governing workflows,
organizing tasks, and carry problem-solving attitude. Additionally, | have a strong potential to
work independently or as part of a team and can modify to progress situations while enduring
concentrated on delivering results.

As an imaginative and energetic individual, | clasp new technologies and am always looking
for ways to elegant existing procedures for greater opportunities. | am self-assured that my
skills in evolving and applying new processes would be crucial in the administrative officer
role at your company. Above all, | am accomplished to perpetuate a high grade of
professionalism and excellence in all outlooks of my work. | am assured that my motivation,
guidance, and passion for production would make me an ideal applicant for the officer position
at your company, and | look forward to contributing to the success of the organization.

Thank you for considering my application. | am looking forward to the organization to discuss
my experiences and skills further.

Sincerely,

Rafuel Sausa




