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Creative problem solver, highly experienced in art, and graphic design
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CONTACT


Portfolio Website

www.storm.com



Phone

019-822-0182



Email

sstorm@email.com


Enhance

www.Enhance.com/

sstorm. 1Temporal Way 
Fleet Street, 
Eurydice








Dear Hiring Manager,

I am a career secretary with excellent references and an impeccable manner who is contacting you to enquire if you have any secretarial positions currently available within your organization.

The recent turn in world events has affected many of us and unfortunately my most recent employer experienced a downturn in business due to the last pandemic, consequently they have now ceased trading.

The first thing my previous employer would tell you about me is that I am very loyal, because not only did I love working for them, but I enjoyed each and every one of the duties I performed in my capacity as their secretary. Being an accomplished secretary, I am adept at all the secretarial duties you would expect including welcoming visitors and customers, audio typing, preparing correspondence, liaising with clients, invoice generation, electronic filing, answering the phone, and any other ad-hoc duties that may be required. I am also very flexible and can easily work both from home or onsite, and my professional and welcoming demeanor will ensure that any prospective customer or vendor contacting your organization will be presented with the very best your company has to offer from the onset.

Attached is my C.V for your consideration. If you have any openings whatsoever available, I’d be delighted to discuss them with you further.



Sincerely,

Samuel Storm
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