Model of a Presentation letter – bureaucratic

Brossard, July 18 2006


Ms. Gros Bon Sens
Human resources department
Cie La Fleur Fanée
Quebec (Quebec)
J5L 3P8

Object: Financial office agent position

Madame,

As an answer to your request and acknowledging the receipt of your e-mail received on July 14, it is with great pleasure that I send to you my curriculum vitae to allow you to consider my competencies and my aptitudes in order to efficiently satisfy the demand for the financial office agent position. I am extremely pleased that my application was accepted and the idea of joining your team leads toward my need for new challenges and my carrier path. 

Since I have been working for over ten years in this area, my various experiences in secretarial and bureaucratic work and my abilities would probably be a precious asset for your business. Indeed, my carrier path brought me to efficiently work with several software’s like Word, Excel and Outlook. Considering my wide work background at many levels, I am an organised, autonomous, flexible and responsible employee. I also have a good initiative sense and my easy going personality always helped me to develop superior, but professional relations with my working colleagues.

Thank you for your time in considering my qualifications and hopping to meet you soon.

Sincerely,

Madame Z Your function

(450) 222-1111

madamez@hotmail.com
a.e. Curriculum vitae

www.rambit.qc.ca


