INDIVIDUAL ASSIGNMENT
Business communication (bUS 251)
Write a CV and cover letter for the following job advertisement. 
Total marks 30 (15 each)

Bose Corporation seeks candidate for the position of Communication Administrative Associate. 
· Write, edit, and produce in-house newsletter using desktop publishing software. Represent the company to external contacts (including the press). 
· Provide administrative support to the manager of PR by scheduling meetings, preparing presentations, tabulating and analyzing surveys, and processing financial requests.
·  Excellent organizational, interpersonal, and communication skills (both written and oral) required. 
· Bachelor’s degree level education required (any subject).

· Must be proficient in MS Office. 
Please send your CV and cover letter to the HR manager at abc@bosecororation.org. 
Deadline- 8th of November 2017.[image: image1.png]
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