FREE SAMPLE: the names, dates, and details are fictional. Replace every one before use.
28 September 2026

Hon. Teresa G. Manalo
Municipal Mayor
Municipality of Maharlika
Municipal Hall, Poblacion
Maharlika, Province of Silangan

Dear Mayor Manalo:
I am applying for the position of Administrative Assistant I (Plantilla Item No. MAH-ADAS1-03) in the Office of the Municipal Administrator, published on the CSC Job Portal on 15 September 2026.
I hold a Bachelor of Science in Office Administration and civil service eligibility. For the past three years, I have worked as an office assistant at a private hospital in our province, where I keep records, encode billing data, draft letters, and maintain the filing system. I also volunteer with a community reading program, where I keep attendance records and prepare monthly reports.
I believe I meet the education, training, experience, and eligibility requirements stated in the posting, and I would welcome the chance to serve the people of Maharlika.
As required in the posting, I attach: (1) my fully accomplished Personal Data Sheet (CS Form No. 212, Revised 2026) with Work Experience Sheet and a recent passport-sized picture; (2) my performance rating for the last rating period; (3) a copy of my certificate of eligibility; and (4) a copy of my transcript of records.
I can be reached at 0900 000 0000 or ana.dizon@example.com. Thank you for considering my application.
Very truly yours,

(Signature)
Ana P. Dizon
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