
  

 

 

Dear Hiring Manager, 

 

Please accept this letter as an expression of my interest in the Branch Operation positions. I am a 
highly motivated and progress-focused Branch Operations Officer with a long-standing background  
in this industry. With a track record of initiative and dependability, I have devised strategic initiatives 
which I believe will prove valuable to your Company. The attached resume details my extensive 
experience and training. If you choose to interview and hire me, you will not be disappointed. 
 
Throughout the course of my career, I have perfected my Time Management and analytical 
skills abilities. I am a capable and consistent problem-solver skilled at prioritizing and 
managing projects with proficiency. In my previous role, I contributed problem-solving, 
teamwork, and multitask toward team efforts and business improvements.  
 
I am progressive minded and in tune with new developments in my field. I have proven to 
be effective and collaborative with strong management talents. I enjoy collective 
brainstorming sessions which all me to coordinate activities to achieve a common goal. 
I have a strong working knowledge of the Management at Adamjee Life Assurance Pvt. Ltd, 
As Branch Operations Officer, I was responsible for monitoring the proper operation of the 
facility, handling the daily accounting duties, and performing various administrative 
functions. I'm always happy to roll up my sleeves to get the job done. 

 
Please take a moment to review my attached resume and credentials. I would greatly 

appreciate the opportunity to speak with you regarding my candidacy. Thank you for your 

consideration. 

 

 

Sincerely,  

Umar Farooq 

UMAR FAROOQ 

Sangla Hill, Pakistan 39600     +923023439536    umar.pannu.35@gmail.com 


