Department 
XYZ Department 
23, Main boulevard 
Illinois, USA 
Head
Richard John 
Head of XYZ Department 
Contact: 345 950-8292
Date: 26th October 20XX 
Respected Sir,
It is respectfully stated that I have been associated with ABC consultancy firm for 4 years. I joined this firm as an internee to gain some experience during my studies. Later, after I completed my graduation, I was offered the job of assistant to manager and since then I have been working in the following domain.
Over the years, I have gained enormous learning experience and knowledge and have also learned the art of tackling difficult clients. The most difficult job in a consultancy firm is to agree with clients on matters that are beneficial for them in the future, but they do not realize the gravity of the situation yet.
As an assistant my job description is to carry out all the tasks related to clients and provided by the manager. I am equipped of performing research on companies as well as individuals, business market stakes so that clients are provided accurate information and are guided in the right direction.
Recently, our firm is in the midst of acquiring a project from a renowned multinational brand and it is important to have them on board. I want the opportunity to represent my company before these potential clients and acquire their mega project. I have already devised a proposal for this purpose and attached it with the following letter to seek your approval.
Kindly consider my request at your earliest.
Regards,
John Legend
Assistant at ABC Consultancy Firm
Contact: 383 394-8292
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