Application Email
To:  Henryjackson@gmail.com
10th May 2011
Respected Mr. Jackson
Subject: Application for junior office manager job position in your company ‘Rachel and Brit’
Sir, I, Jack Field would like to apply for the job position of junior office manager in your reputed and renowned company. This is in reference with the job opening that was published in the Times newspaper of the state on 7th May 2011. I would like to bring to your kind notice that I have applied for this position with full realisation of the duties and responsibilities which come with this job and I am completely ready to take up these duties on my shoulder.
I am attaching a copy of my resume along with this mail. My resume would throw light on the fact that I have worked as an office manager in previous organisations which spanned over 8 years. My immense experience in this field along with my exceptional managerial skills shall help me to handle this job with ease and perfection. I am not only hard working but very dedicated as well when it comes to fulfilling my duties and responsibilities.
My education consists of a post graduate degree in management and administration which I obtained from Leeds University, London. I have always been a great leader and have won several academic awards as well as acclaims at my previous work places. I have always found it easy to accommodate in any work environment and work in crunch situations efficiently.
I am sure you wouldn’t regret you decision if you hire me sir.
Sincerely
Jack Field
