Sharonda Green
3033 N. Hemberger Street
Philadelphia, Pa 19132
(267) 579-8646
Sharondagreen38@yahoo.com

[bookmark: _GoBack]Dear Erica Payne, 
I was referred to you for a position as an Intake Specialist while looking for a position that offers a challenge. After reading your job description in detail, I was pleased to discover that my qualifications are an excellent match to your requirements.
My current job as a cashier I’m very successful at multi-tasking and delivering prompt and friendly service to all customers. Maintains a positive attitude and have a great sense of humor during peak hours. I once was a salesperson while being a salesperson I also did check out, stocking and bagging.
My ability to organize paperwork, and my experience with enrolling children in children’s church will assist me in advantaging your organization as an Intake Specialize. Additionally, I am easily able to engage with children and their families by using a warm and friendly approach. I have the ability to coordinate services and events in a comprehensive manner. I am confident that I can perform the job duties that this position demands perfectly.
I look forward to meeting with you in person to discuss the possibility of my working with you. Thank you for your time and consideration.
Sincerely,
Sharonda Green
