Ieachsia Darby	                                                                                              Tuh14026@temple.edu	
Philadelphia PA                                                                                             267-992-5678

May 29, 2018
CORA Services
8540 Verree Rd
 Philadelphia, PA 19111


To Human Resources Administrator:

[bookmark: _GoBack]I am writing you to apply for department assistant position. I discovered the position employment listing through Indeed Website.

I received my Associates of Science in Paralegal Studies and my Associates in Arts in Liberal Arts in May of 2017 from Community College of Philadelphia. I am currently working on my Bachelor of Arts in Criminal Justice at Temple University. My plan is to attend the Beasley School of law after graduation in 2019. This position and the responsibilities will not only enhance my previous work experience but will also expand my knowledge and provide opportunity for personal and professional growth.  My skills include, but are not limited to

· Excellent ability to manage multiple tasks at varying levels, while meeting performance standards and schedules, as well as, computer systems and applications.
· Strong ability to individualize persons and meet the needs of each accordingly while maintaining up to par performance.
· Strong knowledge and orientation in missions, goals and purpose as who currently works in a similar field of service at Philadelphia Youth Advocate Programs.  
With effective communication, organizational and management skills, I am confident that I can be a valuable asset.  I am a very quick learner and am eager to work in legal profession. I feel that my education and work experience in management and administrative would be of great benefit.
I welcome the opportunity to interview with you any day in the near future, as I am readily available.  Thank you for your time and consideration while reviewing my resume. 

Sincerely,

Ieachsia Darby
