Shawnera Rodney
479 Section ‘B’
Non Pariel
East Coast Demerara
17th October 2021.
Dear sir / madam , 
Ive seen your ad on facebook and decided to apply for the vacant post of a Data Entry Clerk in your organization . 
Ive been employed as Data Entry Clerk for the past 6 years at Ministry Of Home Affairs. I plan to further my studies at a tertiary institution, so that I can improve my intellectual capacity to function more effectively, and efficiently to uphold the standard and image of your organisation.
I believe that my strong technical knowledge and experience makes me a fit candidate to work in your organization to assist your company in reaching its objectives now and in the future. I am realistic, energetic and very motivated. I enjoy challenges, work well under pressure and I also work well with or without supervision. I believe I have the skills that are needed to work at your organisation.
My contact information will be in my Curriculum Vitae. I shall make every attempt to fulfil your expectations. Thank you for your time, effort, and consideration. I will be available to meet with you at any given time.
 
Respectfully Yours,
…………………………..
Shawnera Rodney





















CURRICULUM VITAE
 
Address: 479 Section ‘B’ Non Pariel, E.C.D
E-mail: Shawnera.r@gmail.com
Contact:  685-6730
D.O.B:    30-09-1994
 
About Me:
I am a highly motivated and hardworking individual who is eager to work in your organisation. Throughout my school years I have demonstrated leadership skills, high levels of motivation and responsibilities. I wish to utilize these skills in your organisation.
 
Education:
CHASE ACADEMIC FOUNDATION    -June 2011
• English A: Grade II
• English B: Grade IV
• Office Administration: Grade III
• Economics: Grade IV
• Mathematics: Grade V
• Principal of Business: Grade IV
• Social Studies: Grade III
 
Computer world - May 2013
 
• Microcomputer studies: Grade Distinction (Honors)
 
Years of Service with Government:
 
Ministry of Home Affairs- 2015
 
•I.T department- 6 years
Skills:
• Functions well within groups
• Excellent communication
• Proper time management
• Good at problem-solving
 
Hobbies and Interests:  I love to read, write, work with computers and be outdoors.
 
References: This is the person I have worked with over the years and they can credibly support my ability.
 
Name of person Telephone Position
Kenesha Grant 225-4756 Supervisor
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