                                                                                                                            Penka Petrova
                                                                                                                            Students Town, Block 111, Sofia
                                                                                                                            M: +359 888 123 456
                                                                                                                            E: penka.p.petrova@gmail.com


Dear Sir/Madam,
I was excited to learn about the current opening for the Administrative and Marketing Assistant position, and I feel my qualifications match the requirements listed by the Software University. Based on the information I managed to gather, it is my understanding that the company has an excellent employee environment and a supportive corporate culture. That, combined with the impressive school initiatives SoftUni has, will continuously encourage me to work hard and make real contributions.  
As an account assistant at AB Soft, I have gained significant experience in PR and marketing. While in this position, I have had the opportunity to work on and complete numerous tasks, including: performing marketing research, creating questionnaires, assisting with media campaigns, event organizing, and drafting and pitching press releases.
As a human resources assistant at AB Soft, I have had the opportunity to work for an international company, to improve my ability to manage numerous projects while meeting rigorous performance and demanding schedules and to further enhance my communication skills through:  negotiations with staff members and their representatives on issues related to payments and work conditions; assistance with legal and administrative issues in Bulgaria.
That said, I believe that I possess the determination to complete what is asked of me, and I can become an invaluable asset to your team.
Thank you for your consideration, and I look forward to hearing from you.

Sincerely, 
Penka Petrova
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