ADAM J. VISCONTO

4477 Livingston Street

Phone: 267-591-6525

Email: avisconto1@gmail.com
To Whom It May Concern,

              It is with great interest that I am forwarding my resume for consideration within your organization. Combining my previous experience within charter schools and community organizations with strong interpersonal and communication abilities, I am confident that you will quickly realize my ability to make major contributions to your office. Therefore, I ask you to consider the following in addition to my enclosed resume:

· Possess a great work ethic and superb team skills
· Proven experience in charter schools as well as extensive experience in local community organizations
· Significant experience managing sensitive school enrollment data and special education data
· Superior organizational skills and extensive experience managing compliance for over one hundred physical and electronic files

· Extensive experience using all Microsoft Office applications

· Extensive experience managing professional calendars for administration 
· Excellent communication and interpersonal skills
· Ability to adapt quickly in new and changing business, social, and cultural environments
    My record of schoolwork and employment demonstrates attributes that make me a valuable employee. In all of my employment and volunteer positions, I have maintained an excellent record of being on time, prepared, and eager to take on new responsibilities.

    I am a highly organized individual who excels at developing data systems and putting them in place to track and maintain sensitive data.  I have excellent critical thinking skills and I am a self-motivator who goes above and beyond to support those I work with.  

    My resume is enclosed to provide you with details of my skills and accomplishments, but I am certain that a personal interview would more fully reveal my desire and ability to contribute to your organization. Thank you for your time and consideration, and do not hesitate to contact me if you have any questions. I look forward to speaking with you soon.

Sincerely,

Adam Visconto

