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31st October 2022
The HR Department


Subject:	Cover Letter for the Post of Administrative Coordinator /Admin officer/ Teacher

Dear Concerned,
I am an enthusiastic and innovative professional in the field of education, with a proven track record to bring my tenacity for the success of an organization in the capacity of admin officer and administrative coordinator.
[bookmark: _heading=h.gjdgxs][bookmark: _GoBack]I have done M.Phill in Educational Leadership and Management and a Post Graduate Diploma in Information Techonolgy (IT). During my ten year of career I have honed competency in executive assistance, admissions procedure, students registration process, overseeing curricular and extracurricular activities ,facilitating in academic and operational processes, teaching, monitoring classes, conducting teacher and staff evaluations, implementing policies and procedures, scheduling, preparing transcripts and certificates, maintaining filed records, online / in person communications with parents and students, composing and preparing written documents, developing a liaison between departments, supervising facilities for safety and quality of physical conditions.
Furthermore I am proficient with Microsoft Word, Excel and PowerPoint and have hands on experience in using learning and management system (MOODLE), SAP, MIS and contact center & Help desk Software (intellicon)
 
To sum up, as an admin officer /administrative coordinator and teacher, I am an excellent communicator, planner, and organiser, and I believe that my skills and experience will make me a positive addition to your institute. My resume is attached here with for review.
Thank you for your consideration. I look forward to hearing from you about the opportunity.
Sincerely,
Adeen Asghar.

