25 Nguyen Dinh Chieu
Dist. 3, Ho Chi Minh City
April 8, 2006

Mr. Nguyen Van A
HR Manager
Unilever Vietnam
ABC Le Duan, 
Dist. 1, HCMC
Dear Mr. A:

I read with interest your advertisement in the Tuoi Tre Newspaper on Tuesday, April 7, 2006, seeking a Legal Assistant. I am forwarding my resume for your consideration.

I offer more than 7 years experience in the legal field and hold a B.A in Political Science and a Bachelor of Law degree. I have expertise preparing legal documents, court reports and affidavits. I possess extensive experience drafting contracts, preparing promissory notes and drawing up wills. As well, I have arranged probates and administered the estates of deceased persons. Finally, my computer skills include MS Office. I am confident that my skills and experience closely align with your requirements for this position

Thank you for your consideration. I welcome the opportunity to further discuss your requirements and my qualifications at an interview. I can be reached at (848) 789-0463, 0903 123 456 or by email at abc@hotmail.com.

Sincerely,

(Don’t forget to sign your name)

Tran Thi B

Encl.

