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To Whom It May Concern:
I would like to apply for the part time position at your facility on Verree Road. Upon reviewing my resume, you will note that I am a manager at Cubby’s Canine Castle. I have worked at Cubby’s for 6 years; however, I currently live in Philadelphia and am looking for a position closer to home. I recently started graduate school and I have another 3 – 4 years in school. I am looking for a position that would be able to accommodate my school schedule, and due to my current position, I would not be able to start another position until early September. 
	I would love to be given the opportunity to work at your facility. I have gained much administration experience as a manager of a daycare. I am confident that I will be able to succeed in this position because I am a dedicated worker and I am able to quickly and efficiently react to any situation I am given. My determination is apparent both in my maintained 3.69 GPA and current job title. Keeping up with my schoolwork and being successful in my job have illustrated my tolerance to stress and large workloads. My current job position has proven that I have the capability to maintain confidentiality, and that I am efficient in time management and planning tasks. I am currently in charge of the hiring process of our facility and handle many Human Resource tasks. I believe that having a background in psychology and being in direct communication with customers has given me my amicable personality matching customer service requirements. I have reviewed current systems at my job and found more efficient ways to operate the facility. I am very familiar with all of Microsoft Office programs and currently use programs such as QuickBooks and ADP. I work hard at any task I am given and know that with my knowledge and work skills I would be the best candidate for this position. Given a learning curve, I know that I would be able to succeed and excel in this position. 
	After reviewing my resume, I would appreciate you contacting me to schedule an interview so I can further discuss with you how my skills meet what you are looking for in an Administrative candidate. Thank you for your time!
Sincerely, 
__________________________
Maria Anne Kaloudis
