COVER LETTER
Name 	–	Mr. Uttam Laxman Patil
Address 	–	Sanay Apartment, Room No. 304, C Wing, Laxminagar, Chinchapadaroad,
		Kalyan (East), Thane 421306
Email Id 	–	Usmile.Patil9@Gmail.Com / Usmile.Patil9@Yahoo.Com
Contact No.	–	09930373629


Subject: - Application for Job

Dear Sir/Madam,
My Name is Uttam Laxman Patil from Mumbai, India. I am a working as a Team Leader Admin & Facility. I have completed my 3 years degree program in Economic from Mumbai
University in a period of June 2008 to 2011. Presently I am working as Team Leader - Admin & Facility in Writer Business Services Private Limited, Renaissance Business Park, Vashere Village, Bhiwandi, Thane, 421302 since February, 2019 till date. My current objective is to obtain a position that will fully utilize my skills and offer an opportunity for continued professional growth to start my career at international level by using my Admin & Accounts skills. I have hands-on experience in providing administrative support, processing client claims and inspecting the premises with Fire & Safety Norms, disbursing payment to workers and developing alternate vendor base to achieve cost reduction and increase revenue.
I believe in excellence and have always dedicated myself, my talents and my creative abilities to assure the successful accomplishment of any company goals. My positive attitude and willingness to give 100% makes me a valuable asset to any organization that would employ me. I am confident that my skills will be an asset and have a favorable impact in the organization.
I seek an international exposure to explore my Executive abilities. So to fulfil my dream. I am looking for a job as an Office Administration / Facility Incharge in Bahrain, because Bahrain has a big market for the service sector. Bahrain also has the lowest youth unemployment rate. After having Administrative & Accounts experience in Service sector in India now I am preparing myself for an international level in Bahrain.
Please find enclosed the following documents:
1) [bookmark: _GoBack]Passport Copy,
2) Birth Certificate (Affidavit & Domicile Certificate),
3) Identity Proof (Aadhar copy & PAN copy),
4) Education Certificate,
5) Work Experiences Copy
I trust you will find that everything is in order, but please feel free to contact me should you need any additional details or documents.

Looking forward to hearing from you,

Yours sincerely,
Uttam Laxman Patil
