Business Administration Cover Letter

From,

Mr. Bob Philippe,

C-13,

Lamington Drive,

St Paul’s Corner,

Chicago

To,

Ms. Sophie Highlander,

Human Resource Officer,

KDMC Telecommunication Ltd,

Chicago

Dear Ms. Highlander,

This letter is with refrence to your advertisement in the local newspaper for the post of a business administrator in your organization. I wish to apply for the same as I feel that my skills match with the objectives you seek in your candidate.

I have a master’s degree in business administration from the High Well university. I have been an exceptional student of the college and have won many accreditations for my work. I possess financial knowledge with technical acumen that gives me an edge over others. Apart from that I also have experience of human resource management, handling financial transactions and project analysis. I am a team worker and have all the qualities to lead one successfully.

I have enclosed my resume for your reference that includes details about all the projects I have worked on in the past. It will help you judge my skills better. I will look forward to meet you in person for an interview.

Waiting for your response.

Sincerely,

Mr. Philippe
