ANTONIO BANDERITAS
123 McKinley Drive, Forbes Park Kaliwa, Makati City

Email: pormalnaemail@dito.com  Phone: 0919-123-4567







January 29, 2008

Mrs. Reyna Elena, Human Resource Manager

20th Floor, Ambo Bldg, Bank of the Philippines

Paseo De Ku Makita, Makati City

Dear Ms. Elena,

I am sending you my resume in response to the General Clerk job opportunity that was posted on your company website. Please consider me as an applicant for this position.

I am currently working as a Library Clerk at Well Known Business School. My work involved dealing with students and professors and assisting them with their academic needs on books and other research materials. Prior to Reyna Elena Business School, I was assigned at Jolibee Miguel Company where I not only scan documents and related materials, but also made sure that only quality scanned documents gets burned for safekeeping. 

Should you have any questions, I can be reached at 0919-123-4567. I look forward to speaking with you.

Sincerely, 

Antonio Banderitas
