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Subject: Application for Business Administration Learnership – Lerato Mokoena

Dear Recruitment Team,

I am applying for the Business Administration Learnership because I want to build a career in
office administration and gain recognised workplace experience while completing a formal
qualification.

I completed Matric (2024) and have developed practical skills in computer literacy,
communication and organisation by supporting a community project, where I helped with
attendance registers, basic data capturing and scheduling.

I am reliable, willing to learn, and available to start on 1 October 2026. My CV, certified ID
copy and certified Matric certificate are attached as requested.

Kind regards,
Lerato Mokoena
071 234 5678
lerato.mokoena@email.com
Braamfontein, Johannesburg
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