Cover Letter for Miss Mei Lin

Dear Sir/Madam,

I would like to describe myself as a hardworking, highly motivated person with flexible, multi-skills, who is used to work under high pressure.

When I was living in London, I had two jobs to keep life going. I was teaching IELTS for oversea Chinese students, at the meantime, I was practicing accountancy at PTAT. Before I moved to London, I had worked three and half years as business manager at Grovenor Park Hotel in Plymouth, which is why  I could communicate very well with customers from different backgrounds. Also I’d like to bring my strong business instinct into any fields I would work for in the coming future. For the moment, I am teaching IELTS at Sino-Canada Concord College in Guiyang , also I  work as PA for Canadian principle  Ms Ann Belangerchedore. Doubtless to say, I am getting along with them better than any other Chinese staff in the school, even though I never been to Canada.

Also, I work at school affair office and prepare all relevant documents for both Chinese and Canadian staff as required  by Chinese authorities, such as their residential right permit, working permit, health exam reports . I need to attend every meeting hold by Chinese principle and Canadian principle to facilitating the communication in terms of language and educational ideas. Because my financial background, I need to work with general affair office to help them with the purchase plan and budget making.

Last year and this year, two career development professor teams from New Brunswick, Canada came to our school and I worked with them to complete the training project for all teachers in our school, including Canadian staff. Obviously, they don’t speak Chinese at all and know very little about Chinese educational system , especially local education situation, which was why I provided them a lot of helpful information.

Working on a project requires multi-skills and life is work - work is life philosophy. I pretty much understand how much one need to dedicate and sacrifice when getting involved in a project. Nevertheless, If I have chance to contribute my professional skills for your organization in the future, that will definitely be my honor and pleasure.

Yours Sincerely

Mei Lin (Miss)

