Ms Penka Petrova
9999 Oborishte Str.
Sofia 
Mobile: + 359 888 12 34 56
E-mail: p.petrova@mail.com

April 19, 2011

Dear Sir/Madam, 
I am writing to apply for the position of Administrative and Marketing Assistant at the Software University.
[bookmark: _GoBack]For me getting the chance to become a part of your team and company will be a challenge, and a great opportunity to extend my knowledge in the field of information technology and software engineering. I hope that I will receive the opportunity to put into practice the knowledge that I’ve acquired during my educational and work experience.
Working as an assistant in the pharmaceutical company “AB Pharma” helped me to develop valuable skills, such as communicational, writing and presentational skills, to become more organized and confident. I learnt how to react fast when a problem occurred and to find a suitable decision in difficult situations.  Being a part of an international company helped me to give answer to the question what I’d like to do in future. In my daily activities I have the chance to support Marketing and Senior Management Team, which have a strong influence on my professional orientation. Every day I have the chance to communicate with people all over the world, to develop my ability to deal with various tasks and take responsibility of my actions. 
To best describe my personality, I would say that what follows me all the time is a significant amount of energy and enthusiasm. They shaped me into a motivated, strict, creative, flexible person being able to adapt to different environments and different circumstances. I am able to work hard, and I love the new challenges. I am also eager to learn new things. I am able to work alone, and as a part of a team.
I believe that I would succeed in the company's exciting and motivated environment and that my strong work ethic, ability, and passion would make me a valuable asset to your firm.
I look forward to hearing from you.
Yours sincerely,
Penka Petrova
