
 

 

 

COVERING LETTER 

 

 

 

Subject: “Administration Staff” position candidacy. 

 

 

Dear Madam/Sir, 

Please accept this letter as an expression of my interest in the position of 

“Administration Staff” in your organisation. I am a motivated and progress-focused person with a 

short-standing background in commercial industry. With a track record of initiative and 

dependability which I believe will prove valuable to organisation. 

 

Throughout the course of my last tenure, I have good exposure to group and individual 

instruction abilities, prioritizing and managing projects with proficiency. I try to be tuned with new 

developments in my field. I enjoy coordinating in events and official activities to achieve a common 

goal. 

 

Please take a moment to review my attached resume and credentials. I would greatly 

appreciate the opportunity to speak with you regarding my candidacy. Thank you for your 

consideration. 

 

 

Sincerely, 

 

Umme Salma Shaikh 



 

                                      UMME SALMA SHAIKH 

 

 

 

P E R S O N A L  D E T A I L S  

Mobile : 054-7791724 / 055-9233406 

Email : ummesalma.mys@gmail.com 
yusufshaikh9217@yahoo.com 

Birth Date : 20th Jun 1988 

Gender : Female 

Nationality : Indian 

Religion : Islam. Sunni Muslim. 

UAE Visa : HUSBAND’S VISA 

Visa Expiry : 23rd Oct 2025 

   

 

S K I L L S  

• COMPUTERS: 
Goods hands on Computers. 
Internet Surfing, Outlook, Word, 
Excel and Power Point. 

 

• LANGUAGES: 
Quite confident with English, 
Hindi and our local language 
Konkani. 

 

• QUICK-LEARNER: 
Always excited to learn new 
things. 

 
 

H O B B I E S  

• QURANIC LITERATURE: 
Read, listen and learn Quranic 
literature. 

 

• ONLINE-LEARNER: 
As today’s world has become 
digital. I like to explorer web for 
good content. Learn informative 
blogs. Hunt out creative and 
informative videos and many 
more. 

 

• CREATIVE: 
Love to do HINA (Mehndi) work 
for myself, relatives and friends. 

 
 
 
 
 
 
 

C A R E E R  O B J E C T I V E :  
I am looking forward to work as “Administration Staff”. I am  
self-motivated, love to participate in events, official  activities 
and achieving goals within deadlines through my best 
knowledge and efforts. 
 
P R O F E S S I O N A L  E X P E R I E N C E :  

• Since past one year worked as “Administrative 
Assistant” in AL BATHA Learning & Development 
Department, Sharjah. Participated in their annual 
function, keeping track of required attendance, gift 
list and activities of celebration. 
Since 1st Dec 2023 till 30th Nov 2024. 

• Worked as “TEACHER” in “WOW Kids Wonder Land 
Pre-School”, Mapusa – Goa, India. 
Since 1st Jun 2022 till 31st Mar 2023. 

 
E D U C A T I O N A L  Q U A L I F I C A T I O N :  

• Completed B.Com. (Bachelor of Commerce) from 
Yashwantrao Chavan Maharashtra Open University, 
Nashik (2013-2016). 

• Completed Higher Secondary from National Institute 
of Open School through Don Bosco High School, 
Goa (2012) 

• Completed Senior Secondary from Holy Cross High 
School, Goa (2005) 

 
P R O F E S S I O N A L  S K I L L S :   

• Confident enough to work with office devices and 
eager to learn new things. 

• Have good communication skills to deliver the subject 
in an easy and effective way. 

• Knowledge in utilizing all the modern teaching aids 
such as computers, internet surfing, online tests, 
power point presentations and so on. 

• Have a caring attitude towards children’s needs and 
concerns. 

• Have a strong desire to enhance my efficiencies and 
to grow progressively with organisation. 

 
D E C L A R A T I O N :  

I hereby declare that all the above information is true 
to the best of my knowledge. 
 
 
 
Place: Dubai. 
 







  



 

 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

 


