Dear Sir/Madam,
My extensive education, experience and skill set seamlessly meet the job requirements. 
My current position as an Executive Assistant at Georgia Global Utilities requires laser detailed focus, honed organizational skills, and sharp on-the-spot decision-making. 
Previously I served as a Project Coordinator at Association Anika. I reported to the donors (European Union and World Jewish Relief) on project outcomes, oversaw budget allocations and management, communicated with relevant stakeholders on communal and institutional levels, and promoted project achievements on traditional (TV and radio) as well as modern media (Facebook and Instagram). 
My experience as a Chief Specialist at the Ministry of Economy and Sustainable Development of Georgia and as a Secretary to the Methodical Council at the Ministry of Education and Science of Georgia involved official correspondence with government ministries, government agencies, legal entities and private businesses.
Furthermore, my role as a Regional Coordinator at Teach and Learn with Georgia, Ministry of Education and Science of Georgia, equipped me with proficiency in arranging high scale meetings, organizing and delivering training sessions, and assessing teacher performance.
Moreover, my position as an English Language Instructor at the American University of the Middle East furthered my interpersonal skills and helped me attain a broader perspective on how to collaborate with people of diverse backgrounds, meet tight deadlines, work in multicultural teams, and sustain organization, discipline and responsibility, and meet instructional outcomes.
[bookmark: _GoBack]Finally, at every organization with which I worked, I introduced accountability standards, set and elevated work ethic as can be attested by contacting my previous employers. My qualifications and professional experiences will allow me to make a genuine contribution to your organization.
I look forward to hearing from you and discussing additional information about my work experience and qualifications. Kindly contact me via Skype: sofone_85, email: sophia.kikvidze@gmail.com or at the following number: +995 555 759 800
Many thanks,
Sopio Kikvidze

