
Dear Sir/Madam,  

 

RE: Application for Executive Assistant/Virtual Assistant/Appointment Setter/Chat Support 

positions  

 

I am applying for this job because I believe I am capable of doing this job diligently and I know I 

will excel and perform to a very high standard. I got a score of 7 in British IELTS.  

 

I've been a technical/customer support for 9yrs..been engaging in inbound and outbound calls 

and sending emails to customers who needed support. I'm sure I can handle your tasks 

effectively.  

 

Being a good communicator and collaborator, I am also the type of person who understands 

how important my performance in this role will be to the success of your business.  

 

If given the chance, I will constantly seek to add value in my work to help your company 

succeed and be better and to ensure you see a positive return to your investment. I am eager 

to learn and very ready for trainings for the betterment of my performance.  

 

I am available for an interview with short notice and can be contacted at any of my contact 

details below.  

 

Sincerely yours,  

 

Ma. Flora Elna G. Toriado 

Mobile : +639691015335 

Facebook: https://www.facebook.com/flora.gasis 

Linkedin :https://www.linkedin.com/in/ma-flora-toriado-229128246 

SKYPE ID: live:.cid.f20f0aceb91b4a8c 

Whatsapp : +639156520548 

Instagram: mafloelga 



 


