Dear Applicant,

Your resume application was received and after reviewing you are qualified for the (Personal Assistant) position which I have available for now which may interest you with a very good salary. Before we proceed, I would like to introduce myself to you and learn more about you in return. That will help me understand how to interview you most effectively.
 
I am Charles Koehler, Service Manager & Director at Cronic Automotive Group. I would like to ask you some questions and brief you more on this remote position when you decide if to take the position. 

Cronic Automotive Group treats the needs of each individual customer with paramount concern. We know that you have high expectations, and as a car dealer we enjoy the challenge of meeting and exceeding those standards each and every time. Allow us to demonstrate our commitment to excellence!

We encourage our customers to browse our online inventory, schedule a test drive and investigate financing options. You can also request more information about a vehicle using our online form or by calling one of our locations.
 
Cronic Automotive Group believes in the ideals of hard work, self-motivation, independence and creativity. This commitment to excellence results in high expectations of all employees, which include high ethical standards, positive attitudes.
 
The only position left in Cronic Automotive Group job is the position of Admin Personal Assistant. I need a personal manager to work remotely from your location, whosoever that will be in this position needs to be very sincere, honest, trustworthy with a great sense of humor and of course this position has great benefits which includes good wages and swift promotion.

As my personal assistant, your activities among others will include:

*Create and modify documents using Microsoft Office
*Scheduling programs, flights and keeping me up to date with them.
*Acting as an alternative telephone correspondence while I'm away.

Available Position: Remote Admin/Personal Assistant

The job is flexible and can be completed at your convenient time, it can be done during your break-time if you have another job.

The questions below are intended to gain more in-depth insights into your abilities and background.

Kindly answer the following questions below.


The questions:

- Tell me about yourself and describe your relationship with your current or most recent manager:
- How do you handle stress and pressure:
- What do you understand about privacy and the code of conduct in an organization:
- What is your greatest strength, and how will it help your performance in this position:
- How hard working and productive will you be when you start working with me.

- Cronic Automotive Group, we like to think of ourselves as a team working toward the same goals. How do you feel about working in a team environment: 
 
I will look forward to hearing back from you with your answers as soon as possible and further details will be communicated soon. 


