[bookmark: _GoBack]I am glad to have an opportunity to apply for the vacant position of the Administrative Assistant announced at the NATO Liaison Office (NLO) in Georgia. The announcement has drawn my attention as it falls under my sphere of interest and the requirements for the position perfectly match my knowledge and professional experience. 
My first introduction to the NATO, its essence, strategy and worldwide operations dates back to 2005 when I started studies of political science at Ilia University of Tbilisi. 
My interest to the security architecture, its pillars and main players has further alleviated in 2008 when I served as an interpreter during the exercise “Immediate Response 2008” which was conducted jointly by the USA and Georgian Armed Forces at the Vaziani Military Base in July 2008. 
This unique experience pushed me to apply for the position of administrative assistant to the Deputy Minister of Defense where I have worked for three years. Beyond my main responsibilities as an assistant (administrative-secretarial duties), I was analysing publications concerning NATO, its security policy priorities, papers on various aspects of Georgia’s integration process in the Alliance, Georgia’s defence reforms, its efforts as an aspirant country and contribution to the common Euro-Atlantic security. 
In my current capacity of adviser in the defence section of the Georgian Representation to NATO where I have served already 4 years, main duties include administrative and logistical support to high level visits of Georgian delegations to HQ; communication and work with the NATO member and partner delegations and International Staff on the issues pertaining to the NATO-Georgia defence cooperation; organization of bilateral meetings as well as intense conferences and  preparing/provision with relevant papers and materials. 
My broad professional experience is well complemented with the personal characteristics aiding to the overall productivity. The Strongest assets are communication and organizational skills, as well as flexibility, commitment to a task, and fluency in 3 languages - English, Russian and Georgian. Being very hard working, highly motivated, eager to learn, and self-directed person, I can motivate others and stay focused on a goal. I am always oriented to find the best solution to any kind of problem and welcome changes when appropriate.
I am confident that my background and personality will allow me to make a positive contribution by effectively fulfilling responsibilities, making effective decisions, solving challenges and successfully executing given tasks. 
I highly appreciate the significance of the work of your office and the importance of achieving success and therefore look forward to discussing how my experience can contribute to your efforts.


