St. Mira’s College for Girls, Pune
(Autonomous-Affiliated to Savitribai Phule Pune University)
Subject: Compulsory English /A 6 10
SEMESTER: VI
Year: 2020-2021

1.Unit No.: 34,5
2.Employability/Entrepreneurship/Skill development —
(a)Letter Writing- helps in Skill Development
(b)Resume Building- helps in Skill Development
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Assignment L{English}

Ruruja Gilbile,

A-2 Savirri Sadan,
Shikarpur,

Pune 412208,

31" March 2021

To

Convergys call center,
D P Road Aondh,
Pane411(07.

Subject:- Job Application for the Call Operator.

Reference:- The Indian Express, 10* March 2021.

Dear Sir Madam,

My name is Rutuja Santash Gilbile and J apply for the position of call operatar.as advertised
in newspaper. I'm pursuing my Gradaation in Economics Special from st.mira’s College for girks, pune.
Due ro this pandemic situation, T bave a more time tn invest in extracarricalar activey, so 1 decided to join
the joh .I'm eager 1o enter the workforce. [ meet of the academic requirements mentioned in vour job
posifion. The absalate best thimg aboat working in a call Operator as helping people. You're making 2
difference in someone’s life by answering the phone when they need it.

I have Confident telephone manner, along with the ability to communicate and [ have a good listening
skill I would like to work for campaany like yours rthat has an environment geared towards performance,
attractive career opportunities, and 2 cultnre that rewards the confribution of high performers.

My resume is attached. If [ can provude von with any farther information om my backsroand and
qualifications, please let me koow. I lok forward to hearing from you.

Thauk you for your consideration.

Yoars Sincereh,

Rutuja Gilhile
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