237. Solicitação de Emprego (inglês)

To:

Attention to: 

From:

Subject: Job Request

Dear sirs,

Executive Bilingual Secretary

In reply to your advertisement in publicação I am enclosing herewith my Resumé for your consideration.

In order to do her job well, an Executive Bilingual Secretary should possess a sound knowledge of languages, the ability to make decisions and get things done. Getting along well with people is a must since she has to deal with her boss and his clients daily. To succeed she must keep on studying to be up-to-date with the language changes and modern technology.

As I have always done my best to acquire new professional skills, I consider myself qualified for the position offered by you.

Sincerely, 

nome

endereço

telefone para contato

e-mail
