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	[Recipient Name]
[Title]
[Company]
[Recipient Street Address]
[Recipient City, ST Zip]
Dear sir/madam
As a highly skilled coordinator manager with more than eight years of experience, I’m scripting to convey my attention in the manager vacancy in your Company .my; experience supports the duties mentioned as I have worked as I have a vast experience event coordinator, administrative assistance, and account receivable. Inside sale and hostess, I know I would make a tangible, valuable addition to your Company.
Since 2012, I have studied three different business administration courses, general studies (2018), and business administration and management (2020). Other related disciplines are bilingual, invoicing and payments, customer relations, and QuickBooks. Also, I pursued MS office, payroll, document control, team leadership, and customer service. 
As par work experience requirements, I worked as a hostess (BRICKTOP'S) for two years since 2016. Some of the duties included managing reservations by coordinating with staff and training new host and hostess on service policy. In February 2017 to August 2018, I worked as accounts receivable and inside sales at ADVANCED HURRICANE TECH. In January last year, I worked as an administrative assistant at GOLF COAST COMM. Currently, I’m working as an event coordinator for PERRINE ENTREPRISE, and some of the duties I perform include monitoring event performance and staying under budget while planning event specifications. Also, I'm mandated to maintain a working relationship with vendors and venues. 

I would love to meet with the concerned body and discuss the management position in detail.
Thank you for your consideration.

Sincerely,
Valeria Gonzales
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GONZALES

Business management position
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