Account Executive Cover Letter

Attention to: ABCD Firm HR Team
Dear Recruiter,

| am an Entry Level Account Executive. In total, | carry 3 years of extensive experience. | am
currently employed at XYZ Firm.

My primary responsibilities include maintaining ledger books of labor contractor & supplier.
Similarly cash, bank transaction and other bank related work comprising all electronic
transactions as well. | have hands on experience in Tally ERP & MS Office.

Not only this, my great learning experience is also backed by B.com degree from XYZ
college. | have also been awarded at Annual Reward & Recognition day at my current
employer.

Presently | am supposed to be serving a notice period of 1 month which may be negotiated.

My 4jobz.in profile link is .... Looking forward to be given a chance to warm your interview
seat soon.

Regards

Dinesh Malhotra
Bangalore
99999XXXXX

Malhotra@dinesh.com
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