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NAVOD K POUZITI

Nahrad 2Wjraznéné texty ve vzorovém dokumentu Cover_Letter.docx, pfipadné si muzes
zkopirovat vzorovy text ze strany 4 tohoto dokumentu.

- Anezka Novédkova

(]

ATTN:

7

6 8
I'm applying for the _ position, which | saw advertised on _ website. |
believe | meet all the essential criteria for the role and feel | can make an effective and immediate
contribution&o your team.

10
In my_ position with _, I handled tasks very similar to what you outlined

in your job ad. With my ability to learn, | know | can quickly close any knowledge gaps to become an
asset to your team.

| have effective communication skills and the motivation to take on challenging work. I'm also skilled

o FGSHNE PSTAINE, SAIFSHANVEIUFBOR, onc GISEFEGRI. | om confcent tht | have the drive,

knowledgﬁfnd experience you Tged. 13

When reviewing my resume, you might notice a gap in employment. My absence is due to me taking
time to care for my children. My child-rearing experience has enhanced my talents in leadership,
teamwork, determination, and prioritization as | managed multiple schedules, trained others, enforced
rules and provided around-the-clock care. | am now settled and prepared to get back into the
workforce.

Thank you for your time. It would be a pleasure to speak with you and discuss this opportunity at a
personal interview. | look forward to hearing from you soon.

Sincerely,

Anezka Novkovd




Pl RS

VYSVETLIVKY

Tvoje jméno a pfijmeni
TvUj telefon, e-mail

Datum (January, February, March, April, May, June, July, August, September, October,
November, December)

Formalni osloveni (Mr, Mrs, Miss, Ms) a celé jméno osoby zastupujici spolecnost
Jméno spolecnosti, u které se o konkrétni pozici zajimas
Nazev pozice, o kterou mas zajem
Formalni osloveni a pFijmeni osoby zastupuijici spolecnost
Webové stranky, kde si se dozvédél/a o inzerované pozici
Nazev predchozi pracovni pozice
Jméno firmy, u které jsi pracoval/a na obdobné pozici

Dovednosti, se kterymi mas zkusenosti, a které se pro novou
pozici hodi

accounting / ucetnictvi

administrative support / administrativni podpora
billing / Uctovani, fakturace

budgeting / tvorba rozpoctu

call screening / provérovani hovord

cash handling / nakladani s hotovosti
compliance / kontrola shody s predpisy

cost control / Fizeni nakladu

data analyses / analyza dat

editing / editace dokument(

errands / pochlzky

filing / zakladani dokumentd, archivace

inventory / inventarizace

invoicing / fakturace, vystavovani faktur
management of diaries / vedeni diarl nadfizenych
marketing

meeting organisation / organizace schlizek a setkani
meeting planning / planovani schlizek
merchandising / propagace, prodej

process development / vyvoj procesl

process improvement / zlepSovani procesu



VZOROVY TEXT ANGLICKY

Anezka Novakova
+420 111 222 333, anezkanovakova@xyz.cz

ATTN:

Mrs Marge Simpson
My Dream Company
RE: Personal Assistant

Dear Mrs Simpson,

I'm applying for the Personal Assistant position, which | saw advertised
on www.zzz.cz website. | believe | meet all the essential criteria for the
role and feel | can make an effective and immediate contribution to your
team.

In my Team Assistant position with My Old Company, | handled tasks very
similar to what you outlined in your job ad. With my ability to learn, | know
| can quickly close any knowledge gaps to become an asset to your team.
| have effective communication skills and the motivation to take on
challenging work. I'm also skilled at meeting planning, administrative
support,andcall screening. lam confident that | have the drive, knowledge
and experience you need.

When reviewing my resume, you might notice a gap in employment.
My absence is due to me taking time to care for my children. My child-
rearing experience has enhanced my talents in leadership, teamwork,
determination, and prioritization as | managed multiple schedules,
trained others, enforced rules and provided around-the-clock care. | am
now settled and prepared to get back into the workforce.

Thank you for your time. It would be a pleasure to speak with you and
discuss this opportunity at a personal interview. |look forward to hearing
from you soon.

Sincerely,
Anezka Novakova



VZOROVY TEXT CESKY

Anezka Novakova
+420 111 222 333, anezkanovakova@xyz.cz

K rukam:

Pani Marge Simpson
My Dream Company
Véc: Osobni asistentka

Vazena pani Simpson,

hlasim se na pozici osobni asistentky, kterou jsem vidéla inzerovanou
na webovych strankach www.zzz.com. Domnivam se, Ze splfiuji vSechna
zakladni kritéria pro tuto pozici a domnivam se, Zze mohu efektivné
a okamZité pozitivné prispét vaSemu tymu.

Na pozici tymove asistentky ve spolecnosti My Old Company jsem plnila
ukoly velmi podobné tém, které uvadite ve vaSem inzeratu. Diky své
schopnosti ucit se vim, Ze si dokazu rychle doplnit chybéjici znalosti a stat
se pfinosem pro vas tym.

Disponuiji efektivnimi komunikacnimi dovednostmi a zkuSenosti s naroc-
nou praci. Jsem také zkuSend v planovani schizek, administrativni
podpore a proveérovani hovord. Jsem presvédcena, Ze mam odhodlani,
znalosti a zkuSenosti, které potfebujete.

PFi prohlizeni mého Zivotopisu si mozna vSimnete mezery v zaméstnani.
Moje absence je zplUsobena tim, Ze jsem si vzala ¢as na péci o své déti.
ZkuSenosti s vychovou déti posilily mé schopnosti v oblasti vedeni, tymové
prace, rozhodnosti a urcovani priorit, protoZe jsem Fidila vice rozvrha,
Skolila ostatni, prosazovala pravidla a zajiStovala nepretrZitou péci.
Nyni jsem pfipravena vratit se do zameéstnani.

Dékuji vam za vas cas. Bylo by mi potéSenim s Vami hovofrit a probrat tuto

prileZitost pfimo na osobni schlzce. TéSim se, Ze se brzy ozvete.

S pozdravem,
Anezka Novakova
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