Flat C, 6/F, Tower 10,

South Horizons,

ApLeiChau,

Hong Kong

Recruitment & Personnel Services Department,

The Bank of East Asia, Limited,

31st Floor, BEA Tower,

Millennium City 5,

418 Kwun Tong Road,

Kwun Tong,

Kowloon,

Hong Kong.

18 October 2006

Dear Sir/Madam,

APPLICATION FOR THE POSITION OF MERCHANT OPERATIONS CLERK (Ref:CSD-MOC)
With reference to your advertisement in Jiu Jik on 17 October 2006, I would like to apply for the post of Merchant Operations Clerk. I am a graduate from Caritas Francis Hsu College and had awarded a Higher Diploma in Computing Studies. I would like to apply my knowledge and experience by starting my career with you.

I am now working as an Authorizer at Dah Sing Bank. Also, in the past three year, I worked as a part-time customer advisor and customer relationship assistant at Marks And Spencer (Asia Pacific) Limited and Hong Kong Jockey Club. This not only enhances my communication skill, but also increases my confident. On the other hands, during the four years of studies in computing studies, I have equipped myself with a wide range of knowledge. I am familiar with different kinds of computer skills such as Microsoft Office, Web Page Design, Visual Basic, C Language and Networking. So I am confident that, with my previous working experience and knowledge, I can take up the position competently.  

I am a self-motivated and enthusiastic person with high initiative and capable of taking on responsibilities. I can work independently and I also possess interpersonal and communication skills to be a good team player as well.

I have pleasure in enclosing my resume which shows details of my qualifications and work experience. I hope I may be granted an interview at a time convenient to you.

Thank you for your kind attention and consideration. I look forward to hearing from you soon.

Yours faithfully,

Joe Chan Yui Kiu

Enclosure 

