Dear Hiring Manager,
I, Sangita Khangaokar, am writing this letter to express my interest in the job opening of Bank Administrative Assistant at your organization. I felt compelled to submit my resume upon considering your posting for the requirement of Bank Administrative Assistant. From defining the company goals to researching and implementing the strategic recommendations, my background has prepared me to excel in this role.
I’m very familiar with the responsibilities associated with this designation as I have more than eight years of experience. In my current designation as a Senior Officer - Retail Banking Department Bank of Bahrain & Kuwait B.S.C., I am responsible to manage daily activities and accounts of sales associated with the organization. I have gained expertise in providing broad-based accounting sales and researching operational support to help achieve financial goals. In addition to this, I am responsible managing records; monitoring market; handling accounts and business records in up-to-date manner for clients along with transactions and reports management. I thrive under pressure and could work fast while maintaining a professional friendly mindset.
Below I have provided brief summary of duties that I have been performing at Bank of Bahrain & Kuwait B.S.C.:
· Maintain financial growth targets improving the financial sales techniques, transactions and reports as well as management strategies.
· Organize transactions and receipts ensuring a secure money transfer.
· Oversee audit objectives and respond to audit statements.
· [bookmark: _GoBack]Handle customer queries and gave information about retail products and services.
· Prepare revised quotations of bank's products to guarantee good profits and sent it to potential customers to maintain healthy relations.
· Participate in various programs organized by the organization which cover topics like security issuance policies and capital market securities exchange.
· Secure financial sales information by completing database backups.
· Provide monthly detail actual to forecast expense variance analysis including commentary.
My resume provides further details on my mastery of the skills needed to ensure daily finance management tasks are completed to proficiency and accuracy. I am confident that I have the abilities, experience, and drive you need. I am eager to contribute my expertise to your organization.
Thank you for your considerations. 
With regards,
Sangita Khangaokar
