The Human Resource Manager,
XYZ Company,
P. O. Box 777 – 00100,
Nairobi.
Dear Sir/Madam,
RE: APPLICATION FOR ACCOUNT ASSISTANT POSITION
In response to the advert for Accounts Assistant position on your website, I wish to considered for the job in your company. My extensive educational background in this field coupled with a considerable knowledge of accounting procedures and1 year hands-on experience makes me an ideal candidate for this position.
My experience as an accounts assistant at ABC Company has given me sufficient knowledge of all the procedures that make up an accounting system. I am proficient in all popular accounting software, Sage Pastel, MS Excel, Word, PowerPoint, and able to manage electronic scheduling and spreadsheets effectively.
As required, am highly skilled in performing payroll activities, bookkeeping, credit control, bank reconciliations, purchase ledger, sales invoices, and other general finance duties. I am also able to develop several reports including balance sheets and profit and loss accounts. Am aware that any position in the accounting department is of sensitive nature considering the fact that cash is involved and I am pleased to say that I have been trusted with the company’s accounts blindly.
I pride myself in my ability to meet challenges head on and look for new innovated ways to resolve any issues that may arise, as well as working under pressure and deliver quality results. You will find me an all rounded and flexible person who can work alone and as part of a team. I look forward to meeting with you in person to learn more about the position and to discuss how I can be an asset to your company.
Thank you for your time and consideration.
Sincerely,
Signed,
Job seeker
