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Algunos ejemplos de carta de presentación en inglés.

Carta de presentación para una oferta de trabajo de secretaria publicado en el periódico Financial Times.
	Your Contact Information
Address
City, State, Zip Code
Phone Number
Email

7th February 2019

Employer Contact Information
Name
Title
Company
Address
City, State, Zip Code

Dear Mr Carnegy,

Please find enclosed my CV in application for the post advertised in The Financial Times on 18 February.

The nature of my degree course has prepared me for this position. It involved a great range of secretarial skills, handle suppliers’s bookkeeping, manage invoicing disputes, handle customer’s account, bookkeeping, answer the phone, and organize the manager’s diary.

As you can see, I have had extensive work experience in receptionist environments, the secretarial assistant sector and senior accountant.

Thank you for taking the time to consider my application and I would appreciate the opportunity of an interview to present my qualifications in more detail.

Yours sicerely

Mara Franco.
(Firma)


Carta de presentación para un auto candidatura en la universidad por parte de un profesor de química.

	Your Contact Information
Address
City, State, Zip Code
Phone Number
Email

7th February 2019

Employer Contact Information
Name
Title
Company
Address
City, State, Zip Code

Dear Mr Redford,

I am writting to wnquire if you have any vacancies in your College. I enclose my CV for your informatión.

For the past five years, I have been employed as an assistant in the chemistry Department at London College. My duties in that department include teaching, researching and preparing  exams for the students.

I also served as director of the Plaistow College and I have excellent interpersonal and communication skills.

I hope to schedule an interview with you at a mutually convenient time.

with kindest regards

Jesús Soto.
(firma)


Miami, November  8, 2022

Distributor AMD, C.A.

Carrera Toro, east #485

Houston, Texas.

HR department

I have decided to contact you in reference to the announcement published on BuscoTrabajo.com in which your company requests a head of accounting department.

My name is Jane Sosa Vilmaria and I have a degree in accounting graduated from the National University with the second best academic index of my class. I have 6 years of experience working in accounting departments of large companies like yours, so I feel I am qualified for the position.

In my last work experience I was in charge of the accounting department of a transnational company with offices in the city of Maracay. There I had the opportunity to take several In Company courses on the correct handling of books and the management of a department.

I am very interested in joining the staff of your company, which is currently among the country's domestic trade leaders, because I consider it a great opportunity to work with the best. In addition, I know that the knowledge I have acquired in my years of experience and studies can be a great contribution to the accounting well-being of your company, something that I am willing to demonstrate if I am given this opportunity.

It would be ideal if they could grant me an interview for this position, so I remain at your complete disposal. Attached I send a summary of my CV.

Grateful for the attention, I say goodbye,

Jane Sosa V.

Phone: xxxxxxxxx

Email: xxxxxxxxx

It must be taken into account that in the English language, there is no Royal Academy of the language as it appears in Spanish. Therefore, we must be guided by other entities, such as the Oxford English Dictionary

