2 Woollen Drive

Dusty Avenue
 Dublin 9

7TH July 2014

Ericsson

516, Gatsby Street,

Dublin 24.
 

 
Dear Mr Dupree,
 
I am writing in connection with the job advertisement on Jobs.ie on the 7th of July 2014, for the position of Personal Assistant.

I am very interested in this position because I believe that I have the right skills for this role. I have worked as Personal Assistant to the Vice President of the Nescafe Company and during my time in this role my main duties matched the duties required in your job advertisement, i.e. Providing support to the Finance Manager, following up on invoices, emails and in house communication, I was also responsible for diary management and travel co-ordination where I displayed excellent organisational and expense management skills. I have an honours degree in Tourism studies where I developed skills in relation to carrying out presentations and using Microsoft Office Word, Excel, PowerPoint and Outlook, which I know would be beneficial for this role.

Please find enclosed a copy of my C.V. I am available for interview at any time that is most convenient for you, I look forward to discussing this position with you further.

Looking forward to hearing from you.
 
Yours Faithfully,

Destiny Umowo
