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To whom it may concern,
I would like to express my interest in the position for a clerical assistant. Since I can remember I have been helping my mom with various clerical tasks during the summers. This role is very appealing to me, and I believe that I am a competitive candidate for this position.
I graduated from San Diego State University with a Bachelor’s in Communications. I trust that my education makes me the ideal candidate for this position. I am equally successful in both team and self-directed setting. I would also like to emphasize that I am advanced in the Spanish language; I am able to translate documents and am fluent speaker.
You will find me to be energetic, personable, and confident. I also encompass the type of versatility that will allow you to place me in a number of contexts, with confidence that the level of excellence you expect will be met. Please see my resume for additional information on my experience.
Should you and your colleagues assess my background as appropriate I am eager to interview. Thank you for your time and I do hope to hear from you soon.
Sincerely, 

Amber Castillo 



