
Dear Hiring Manager, 
 
I am writing to express my interest in any available position within your esteemed 
organization. With a Diploma in Office Management and Administration from the 
Seychelles Business Studies and Academy, along with a strong foundation in various 
administrative and communication skills, I am confident in my ability to contribute 
effectively to your team. 
 
I am an ambitious and highly organized individual with a proven ability to learn quickly 
and work well with others. My proficiency in Microsoft Word, Excel, and PowerPoint, 
combined with my completion of several City and Guilds exams, has equipped me with 
a comprehensive skill set. These exams include: 
 
• Advanced Certificate in Word Processing Techniques 
• Advanced Certificate in Spreadsheet Processing Techniques 
• Bookkeeping and Accounts Level 2 
• Business Communications Level 3 
• Office Procedures Level 2 
• Customer Service Level 2 
 
My experience in these areas has honed my capabilities in managing office tasks, 
maintaining accurate records, and providing exceptional customer service. Additionally, 
I excel in organizational, decision-making, and time management skills, which are 
essential for any role in a dynamic work environment. 
 
I am enthusiastic about the opportunity to bring my skills and positive attitude to your 
company. I am confident that my background and dedication make me a strong 
candidate for any position that matches my qualifications. I am eager to discuss how my 
abilities can align with your team’s needs and contribute to your company’s success. 
 
Thank you for considering my application. I look forward to the possibility of discussing 
this exciting opportunity with you. 
 
Sincerely, 
 
Miss JackyLynn Pillay 
+2482559248 
 


