Assistant Job Application Letter
To

Bill Black

Head, Human Resource Department

Tim Organization

London

Date: 4th June, 20XX

Subject: Applying for the position of an assistant in your head office

Respected Mr. Bill,

Tim Organization has always been the epitome of great customer service and professional excellence. I, Peter Brown, am applying for the position of an office assistant through the means of this job application letter in your reputed company and would consider myself fortunate to get an opportunity to work for you. I believe that my exceptional educational qualifications and my skills will help me to perform well at this position.

Sir, I am enclosing a copy of my curriculum vitae as well as some of the supporting documents which shall help you take a fair decision about the recruitment process. I have completed my graduation from Liverpool University in the year 20XX and after that I went on to pursue certain diploma courses in business management. These courses have helped me to acquaint myself with all that is needed to assist the various senior professionals of a company. I am not only hardworking but very well organized as well. I can handle several duties at the same time and this makes me highly suitable for the given job position. I hope that you consider me for this position as I am really looking forward to working for you. If any other information is needed from my side, I can be contacted on 8998-887.

Thanking you

Yours Sincerely,

Peter Brown

