Jennifer Rauscher

538 Emerson Street, Philadelphia, PA 19111│ (215) 909-3340 │ jrauscher@gmail.com

June 19, 2018

Amy Bitting, Human Resources Manager

CORA Services

8540 Verree Road

Philadelphia, PA 19111

Dear Ms. Bitting,

I am writing to express my interest in the Department Assistant position that is currently open within your organization.  Having actively searched for employment for over a year, I am excited about an opportunity not only to resume working but also to transition to a support position within CORA Services.   

I believe that my prior experience has given me easily transferable skills that would make me beneficial in a fast paced support position within your organization.  I provided advanced level administrative support to the executive team and to other departments, as needed, to ensure smooth operations and workflow.  I exercised considerable judgment in problem solving and was trusted with prioritizing and managing multiple projects simultaneously in order to meet tight deadlines.  I served as a liaison for executive leadership with all levels of the organization in addition to consumers, visitors, and vendors/community partners.   Additionally, I managed confidential and sensitive information with discretion and communicated with diplomacy and tact.  I am a dedicated self-starter who enjoys working as part of a team and I am looking forward to returning to the workforce in a similar capacity. 

Per your request, and based on my research of similar positions in the area, my understanding is that the mid to upper $30K salary range is competitive in the current market.  My salary expectations are flexible and I would be open to negotiations because I am more interested in finding a challenging role that matches my experience and skills.  

I am interested in learning more about this position and would welcome an opportunity to further discuss my qualifications with you.  Thank you for your time and consideration.

Sincerely,

Jennifer Rauscher

(215) 909-3340

jrauscher@gmail.com 

Enclosure

