Kathleen Dooner
3613 E. Crown Ave, Philadelphia Pa 19114
E:  kathydooner@verizon.net  C:  215-450-1120


May 24, 2018




Hello,


I'm writing to apply for the position of Department Assistant

My enthusiasm and commitment to excellence have served me well. I have extensive experience with Administrative duties and logistics of all departmental service data, process all budgetary purchase orders/invoices, scheduling meeting space and setups for the campus community, being responsible for supervising work study students,  having had the chance to significantly develop my skills while working as an Assistant to a Vice President at the University of the Arts and the Philadelphia Phillies.

I believe my experiences and customer service attitude make me an excellent fit for this opportunity. I have enclosed my resume for your consideration. Please feel free to contact me via phone or email at a time of your convenience to discuss my background as well as the requirements for this role.

Salary is negotiable 


Sincerely,


Kathleen Dooner

cell:  215-450-1120
email: kathydooner@verizon.net
