Administrative Office Associate


Selma A. Copper

9778 Hilspach St., Apt A-1
Philadelphia, PA. 19115

copper.selma@gmail.com
Cell:  267-979-1809
May 29, 2018
Dear Hiring Manager:





Re:  Administrative Assistant

I have attached my resume with the expectations of interviewing for the position advertised, as an Administrative Assistant. I have more than ten years of experience as an administrative assistant, and excellent communication skills.  My computer skills are good, and I am above average in Microsoft Office Suite 2007-2010, 2013 and Office Suite 2016.
I am presently employed with Community College of Philadelphia, the Center for Small Business Education, Growth and Training on a part/time basis since 2011.  I am seeking full/time employment.
 Here at CCP, I assist the Coordinator in a variety of daily activities including; typing of correspondence, construction of PowerPoint Presentations, document design and preparation, mailing and follow-up of the same.  Planning of conferences, seminars and workshops are among our chief responsibilities. Providing resources for Small Businesses and Entrepreneurs, through networking and interactive seminars. I assist with all functions mentioned above.  
Prior to working at Community College of Philadelphia, I held the position as a Secretary/Assistant, lending support to Professors and graduate students in the Department of Economics at Temple University. My duties were diversified, yet detailed.  I prepared documents for the Director of the program, including the Masters and PhD students, in preparation of their dissertation proposals and final Thesis. I also assisted with the review of credentials for admission to the Graduate program, utilizing Banner and other software programs. I assisted with registration for classes and the annual luncheon, where I created and designed programs for this annual event.  I supported more than 25 Professors and 47 graduate students.

 I am confident that my skills and capabilities meet the job requirements.  Please feel free to contact me at a time that is convenient for you.  I can be reached at 267-979-1809. Thank you for your consideration. 
Sincerely,

Selma A. Copper
Applicant

