行政秘书面试自我介绍
Dearsirormadam,
ilearnedfrombeijingYouthDailyOct.2thatyourcompanyisofferingapositingforasecretary,andit'sagreatpleasureformetowritetoexplorethepossibilityofseekingthejob.
igraduatedtwoyearsagofrombeijingUnibersityofTechnology,andobtainedabachelor'sdegreeinthefieldofbusinessmanagement.Duringmystayintheuniversitymymajorcourseincludedmacro-economic,businesscommunicationskills,marketingandcomputerapplications.Iwasespeciallyfondofthecoumnicationskillswhichenabledmetodeadwithpeopleandthingsaroundwell.
UpongraduationIengagedwithHPChainaBranchasanassistanttotheheadofMarketingDepartment.Myresponsibilitiesconsistedofcarryingoutmarketsurveys,writingreportsandorganizingmeetingswithinthedepartment.Thistwo-yearexperiencehashelpedmealotinmanyways.Inparticular,Ibecomeincreasinglyawareoftheimportanceofco-ordinationandco-operationamongcoworkers.Ialsobelievethattheexperiencewillqualifymeforthecurrentvacancyinyourcompany.
IpassedbothCET-4andCET-6withhighmarks.myspokenEnglishisalsofulentenoughtoorganizemeetingsinEnglish,whichwasactuallymyroutineworkinHP.MostofmymarketreportswerepresentedinEnglish,asmyformerbossidanativeEnglishspeaker.
Iappreciateyoursincereconsiderationofme,andamlookingforwardtoanearlyinterviewwithyou.
