Sergiy Bigun 
4934 Walnut Grove Ave 
San Gabriel, LA 91775

Jan 30, 2013

Ms. Hendricks Gayle 
Manager HR
The Unlimited Path
P.O. Box 897, Head Quarters
Panama City, Florida 32402


Dear Ms. Gayle:

I am sending this application to apply for a clerk position available at The Unlimited Path, since it is in my knowledge that you are expanding your operations to California in near future and I foresee you will require more clerks.  With relevant skills and great enthusiasm, I can contribute effectively to achieve the long term goals of your organization.

As shown in my resume, I worked as a clerical intern during summer at Lutheran Senior Services where I provided assistance to the home health manager in organizing and maintaining the Office.  During my work, I developed hands-on expertise in; opening and processing mails, answering phone calls, maintaining employee files, filing paperwork and documentation, entering data into computer, maintaining inventory on office/medical supplies, monthly billing, deposits and payroll and assisting with monthly reports alike. 

Moreover, I have a vast knowledge and concrete experience of working with computers, specifically working on Microsoft Office applications and spread sheet packages. With a passion of working in office environment, I am able to perform tasks with speed to meet deadlines, and with accuracy to maintain confidentiality. I am well-organized with strong time-management skills and have a reliable vehicle with valid Florida driver’s license which can help reporting to work in any remote area. In addition to all these capabilities, I deem to learn more so that I can benefit you exemplarily. 

Hoping to see you soon in an interview, I have enclosed my resume for your review. I will call you within few days to follow up.  If you need any additional information, you may contact me any time on my cell phone at (999) 090-2100 or via email at (Email). 

Thank you for your time and consideration.



Sincerely,

(Signature)
Sergiy Bigun

(Enclosure) 
