Errin Murphy-Davis
5845 Penn Street
Philadelphia, PA 19149
267-257-7968
ekmurphyd@gmail.com
August 23, 2018
Dear Hiring Manager:
I was excited to see the posting for a Department Assistant on Indeed website. . My credentials closely match the skills and experience listed in your posting and I am sure that I am the right person for this job.  I am well aware of your organization’s well-respected reputation.  My past work experience, education and knowledge of your organization would allow me to make a valuable contribution to Cora Services.

I am a determined hard worker who has the capability to work individually or within a team setting. I am a quick learner who enjoys taking on new challenges and learning new skills.

Additionally, I am adept at:

· Maintaining up to date knowledge of service, procedures, and regulations to ensure accurate and effective service
· Cross-training in order to assist other departments or in other roles as needed
· Excellent communication and organizational skills


My enclosed resume will provide an overview of my work experience during the past decade in the area of clerical duties, which have been wide and varied.

I realize you may receive many applications for this position, but I hope you will give thought to mine and offer me the opportunity to be interviewed.

[bookmark: _GoBack]I believe I have the traits you are looking for in the person you hire for this position, flexibility to work well with a team, customer service skill, and typing skills at 65-70 wpm, and a sincere interest in the mission of Cora Services.

Thank you for reading my cover letter and considering me for this position.  I’d welcome meeting you, if possible.  If you’d like to interview me in person or by phone, please contact at:
267-257-7968.

Sincerely,

Errin Murphy-Davis
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