Penka Petrova
|Address: 33, XXXXXXX Blvd, Sofia, XXXX |                                                                                              April 19, 2011
| Tel.: 0888 888 888 | 
| E-mail: penka.petrova@gmail.com  |                                                                                

My name is Petra Petrova and I am in 2nd semester of a Master Degree program in Management of Mass Communication and Public Relations. I graduated from New Bulgarian University with a Bachelor Degree in Mass Communication in August 2010. I am highly interested in the position of Administrative and Marketing Assistant at the Software University.
Being a leader in the software technologies as well as in training and education in software engineering 	 the Software University is a place where I can bring my skills in Mass Communication and become valued and respected part of the company. What is more, I deeply share the company’s values and admire its corporate social responsibility. As a result I believe I will be able to contribute to the professionalism, the innovative thinking the company is well known of.
During my three years of work experience in AB Soft I have proficient my communication skills, both written and oral, by constantly working with customers and media. Handling my studying and working at the same time, has taught me perfect organizational skills, responsibility and time-management. As part of a team, I had the opportunity to see how excellent team work is crucial to the efficiency of a project. At the same time being an office manager and having a number of responsibilities, have taught me the importance of prioritization and helped me develop leadership skills.
My duties in AB Soft included writing press releases, news for the website and handling media communication, answering journalist’s questions, administrating the company’s website, preparing Google Ad-Words campaigns, SEO, process coordination, documents preparation, keeping dead-lines, and teaching new colleagues about our workflow. I also had the opportunity to suggest ideas and propose new campaigns; I have found that this, together with a friendly business environment is what gives me inner satisfaction and motivation to give the best of me.
I understand that my experience working in a company such as SoftUni is not extensive, but I am sure that my high motivation, my strong university education and the strive for continued excellence will contribute to the work of the Software University.
Thank you for your time and consideration!

Best Regards,
Penka Petrova
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