Katarina Duff
738 Cedar Rd
Jenkintown, PA 19046
Cell:  215-740-2825
Home: 267-287-8414
kkduff93@comcast.net

May 26th, 2018
8540 Verree Road
Philadelphia, PA 19111

Subject:  Department Assistant

[bookmark: _GoBack]Enclosed is my resume in regards to the Department Assistant position that was posted on indeed.com.  I graduated from Pennsylvania State University in Abington of 2016 with a Bachelor of Arts degree in Psychological and Social Sciences and a Minor in Human Development and Family Studies.  I have experience working as a receptionist/office assistant where I answered telephones, verified insurance, and assisted the therapists in scheduling appointments for their patients.  Also, in this position I had to do telephone intakes over the phone for new patients and had to record their information for what was bringing them in. I am organized, I am able to multitask, and have great time management skills.  I also have experience when I was a camp counselor at Penn State Abington by supervising children of all ages.  I also have experience in customer service when I worked at America’s Best helping customers in finding glasses by using my interpersonal and active listening skills.  My salary requirement would be 35,000.  Lastly, I am a team player, diligent, and a caring person and I hope you would consider me for this position.  I hope to hear from you soon.

Katarina Duff



