July 14, 2026

HR MANAGER
Rhean Group of Companies 
Tagum City 
Davao del Norte
Dear Sir/Madam,

Greetings!
I am Mary Jane C. Mahinay, a graduate of BSBA major in Human Resource Management from UM Tagum College, and I am writing to express my interest in the HR Staff position at your company.
In my previous role as an Administrative Staff at VV Shell, I was responsible for managing office records, preparing reports, and providing administrative support to different departments. These responsibilities strengthened my attention to detail, time management, and ability to work efficiently in a fast-paced environment. I also gained valuable experience interacting with employees and clients while maintaining professionalism and confidentiality.
In addition to my academic background, I have work experience as an intern at UM Tagum College where I handled confidential documents, clerical tasks, and records management.I am confident that my academic foundation combined with my practical experience will be able to add value to your company.
Enclosed are my resume and other pertinent documents for your review. I sincerely hope to be given the opportunity to contribute to your company and demonstrate my commitment to excellence.
Thank you very much for your time and consideration. I look forward to your favorable response.

Respectfully, 

Mary Jane C. Mahinay
