24/1 Nguyen Van Dau
Go Vap Dist., HCMC
April 8, 2006

Ms. Tran Hong A
Manager, Accounting Department

Hoa Sen Corporation

……… Street

…., HCMC
Dear Ms. A:

I am forwarding my resume in response to your advertisement in the Lao Dong Newspaper on April 2, 2006 for an Accounting Officer and have enclosed my resume for your review.

I hold a Bachelor degree from Economic University and offer 5 years experience working in all aspects of the accounting field. I possess expertise in both A/P and A/R and have extensive experience in the preparation and analysis of financial statements. In addition, I am proficient in MS Word, MS Excel and MS PowerPoint and am a recent graduate of the Chief Accountant course. Finally, I am detail- oriented, proactive and an effective team player. I am confident that my skills and experience align with your requirements for this position.

Thank you for your considering my resume, and again, many thanks for your time . I look welcome the opportunity to discuss your requirements and my qualifications for an interview at your convenience. I can be reached at (848) 123 4567,  0913 222-5555 or by e-mail at abc12@hotmail.com.

Sincerely, 

(Don’t forget to sign your name) 

Tran Van H
Encl.

