Ms. Madhulla Trivedi

Malleswara Hills, Kanakapura

Bangalore

Mr. Bodhan Varrier

Human Resources Officer

Kitchen Wares Co.

Khairatabad

Hyderabad

Fax No#: 453678909

Dear Mr. Varrier,

I came across your advertisement in the national daily last week and I would like to apply for the job vacancy for secretary.  It is my belief that I have the skills and knowledge that you are looking for in a secretary.  I am sending my resume for your perusal.  I have an undergraduate degree and I took up a secretarial course.  I was employed for two years as secretary of a law firm.  In my job, I have gained more knowledge about secretarial work and have also improved my skills in computer work.  Due to an exceptional performance in my work, I was recognized by the firm as one of the outstanding staff last year.  I hope that I will be given a chance to share with you more of my credentials in an interview at your convenient time.  Thank you and I look forward to your kind response.

Respectfully,

Madhulla Trivedi

