Accounting CV Cover Letter Template2

James Mathew

HR Manager,

MetalFabs Inc.,

323 South Avon Drive,

Milton, NY 10945,

(914) 555-2909. 

Dear Mr. James
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I wish to be considered for a middle level management in administrative position available in MetalFabs Inc. in the light of my attached resume which describes about my educational background and experience in the fabrication industry. I am a graduate with a bachelor’s degree in business administration in May 2004.

I have completed my education from xxxx University and I am going to appear for the MBA in HR. I joined as an Intern in a call center and my job was to screen, conduct preliminary interview and shortlist the candidates for final interviews to be conducted by the senior management personnel, study company’s policies on pay and perquisites applicable to different level of employees. During my 2 years’ tenure I completely acquired proficiency in HR practices.

Thank you in anticipation of your favorable communication

Sincerely,

Thomas K Eden.

Enclosure Resume.

