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experiences align with your organization's requirements in more detail. | have attached my resume
for your review. Please feel free to contact me at 079 502 6508 or vernicecbessit@gmail.com to
arrange a convenient time for a discussion.

Looking forward to the possibility of joining your team and contributing to its growth and success.

Sincerely, Vernice Bessit

IFBGWB‘?H ﬁ?%‘é%iﬂ&ern, Administrators

| am excited to apply for the Admin and Personal/Executive Assistant position. With my extensive

. . o ] Call Centre agent .
experience in both administrative and.persenal-assistance roles, | believe | can make a valuable

PREVEPEE QROER Wt Rganization's effigiangy and success.

Over the course of 7years in the industry, | have honed my organizational, time management, and

ggrﬂﬁ%: r‘t?t'i‘odn%%m‘é,’%h%‘%ﬁﬁw’d“:ﬁ%‘%‘&%@ﬁ% 'F?a%t-paced and demanding environments. As an
Qg%%ﬁ&i%por, | have successfully c&grgcﬁﬁ%%é%o(f%gélggresrgtlp&ns, managed schedules, and
%Blg?ﬁented efficient systems to stﬁ%g]r'%ll?ne workflows. | take pride in my ability to maintain
ﬁﬁsiéjce&tﬂ)% IQ&%tr%?an to detail while%%%dﬁﬂgdmultiple tasks, ensuring accuracy in all administrative

?r?ceﬁses.
elephone number
Additionally, my background as a p&t€Bd8! assistant has given me valuable insights into
Emailpatigsnd meeting the needs bftexediutivés and/aliénts] v pessess diediexitility and

Sign in
proactivity to adapt quickly to ever-changing priorities, making certain that important tasks are
AdatRdad IPIeforBiativhto the highest standards. My experience in travel management has
gshawved dievi@rrange complex itingrpugs reigientittensuring seamless travel experiences for

Plasy miefrgpdlsearn now 13 500 R per month

Throughout my career, | have demonstrated the utmost confidentiality and discretion when
handling sensitive information. | understand the importance of building and maintaining strong
professional relationships, and | believe in providing exceptional support to executives, colleagues,
and clients alike.

In my previous roles, | have leveraged my proficiency in various office software and communication
tools to improve overall productivity and foster efficient collaboration among team members. | am
confident that my technological aptitude will complement the dynamic and innovative culture at
work.

I am eager to bring my diverse skill set and dedication to excellence to contribute to company’s
continued success. | am excited about the opportunity to work with a team that values both
efficiency and a client-centered approach. | am convinced that my passion for organization and my
proactive mindset align perfectly with the needs of this position.

Thank you for considering my application. | would love the chance to discuss how my skills and
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