LINDSAY A. WOOD

4639 A Street | Philadelphia, PA 19120 | 267-256-9710 | Lindsay.Wood614@gmail.com | www.linkedin.com/in/lindsaywood614

May 31, 2018

CORA Services, Inc.
Attention: Human Resources

8540 Verree Road
Philadelphia, PA  19111
Re: 
Department Assistant – Truancy Intervention and Prevention Services Program
Dear Hiring Manager,
I’m writing to express my strong interest in the Department Assistant position, posted on Indeed.com on May 25, 2018.  Attached is my resume for your review.  One aspect about CORA that I admire is that since being established, it hasn’t wavered in its mission to support youth by providing professional psychological, counseling and academic services and offering comprehensive programs like Truancy Intervention and Prevention Services and Student Assistance.  CORA has consistently displayed their dedication in making the behavioral, emotional and educational well-being of youth their utmost priority.  Because of CORA’s various services, programs and initiatives, thousands of youth in Philadelphia have been able to thrive and live fulfilling lives.   These are just a few of the reasons why I aspire to meaningfully contribute to and be part of its mission, vision and values.
With my professional background encompassing 5+ years of administrative duties ranging from database management and project collaborations to overseeing financial transactions and handling highly confidential data, I believe I have what it takes to fulfill this position.  I also have previous experience in fully supporting multiple individual staff members and engaging daily with clients and colleagues from diverse business departments.  As a result, I’m confident I would be able to wholeheartedly support the Truancy Intervention and Prevention Services Program and be the liaison for families, staff and visitors while maintaining effective partnerships with DHS and other TIPS provider agencies.  In addition, I possess the following skills and qualifications that CORA would consider invaluable:
· Exceptional verbal and written communication skills, resulting in effective connections with individuals at all levels
· Advanced knowledge of MS Office with the ability to quickly learn new database and software programs with ease and proficiency
· Strong work ethic, resulting in a “go above and beyond” mentality
· High standard of integrity regarding all facets of work performance
My salary requirement is in the $35,000–$45,000 range but is negotiable.  Another trait I possess that would be necessary for the Department Assistant role is having a keen eye for detail concerning the day-to-day operations of the office, while also being able to see the “big picture” behind its long-term goals relating to CORA’s Community Services Division.  If given this opportunity, I can assure you that all administrative/clerical aspects pertaining to the Truancy Intervention and Prevention Services Program would run smoothly and efficiently at all times.  Please feel free to contact me at 267-256-9710 or Lindsay.Wood614@gmail.com to set up an interview at your earliest convenience.  Thank you for your time and consideration.  I look forward to hearing from you.
Sincerely,

Lindsay A. Wood
