Managing Director,

Aarti Textiles,

Panjagutta,

Hyderabad.

Respected Sir,

In response to your advertisement in The Hindu dated August 6, 2010 I  intent to submit my resume for the post of secretary.

I, Sheela Dixit, a graduate of English Literature from English and Foreign Languages Universities, would like to apply for the post of Personal Secretary to serve you. I would like to let you know that I am a gold medalist in English literature and was topper of my college. Apart from linguistics, I have also done a certificate course in creative writing from Symbiosis Institute, Pune. I have passed Short hand type and writing from Aptech institute. By all these qualifications, I consider myself eligible for the post of secretary and hence I am applying for the same. If given a chance, I would prove myself and try to show my mettle.

Along with this letter I am enclosing my curriculum vitae for further reference.

Looking forward to see you.

Thank you.

Yours faithfully,

Sheela Dixit.

