
Ivelisse Bones  

222 Levick Street 
Philadelphia, PA 19111 

215- 207- 4597 
eveb1983@gmail.com 

April 11, 2018 

  
To Whom It May Concern: 

I’m writing to inquire about openings available within your company. 
I have over ten years of experience in Administration, and although I 
do not have the degree you might be looking for, I am interested in 
expanding my professional horizons by seeking new challenges and 
demonstrating that my experience and skills would make me a 
valuable asset to your company.  

I would appreciate the opportunity to meet with you to further discuss 
my qualifications and how my skill set could contribute to the 
successful day-to-day running of your business. I have attached my 
resume. I’d be happy to supply strong references and clearances at 
your request. Thank you for your time and consideration.  

Sincerely, 
Ivelisse Bones


