Erin C. Mullen
[Type the date]

Erin C. Mullen
1026 Saint Vincent St., PA 19111  | C: 215.680.9704| ecmullen425@gmail.com



Dear Human Resources Department,

At my current job of Operations Management Specialist at United Parcel Service, I take care of administration tasks to help run and operate one of the four centers in our Philadelphia location. On a daily basis, I analyze business operations and customer needs in order to bring the two closer together, assist Supervisors with daily tasks, meet time sensitive deadlines, investigate any issues that may occur in the transportation of items, and dispatch day to day pick ups.  I manage all package delivery drivers within the center to provide excellent customer service to our business accounts and clients. Everyday, I make sure all documents are updated which allows me to use Microsoft Office and it’s key components for accurate record keeping. I make sure the office is organized and ready to operate for the following morning staff. 

Being in the Philadelphia area, this is a high volume center in a fast pace environment.  This type of atmosphere presents major challenges such as, high call volume, being able to multi task, handle high stress situations, work independently, resolve issues in a timely fashion, and delegate office work as needed. Given my experience in my current position and past positions, I am confident in my ability to adapt to various environments, and overcome any obstacle. 

Although I respect the company I work for, and enjoy being a part of UPS’ success; I am looking for something that is full-time. My current position is only part-time, and I want to make a career with an upstanding company. 

[bookmark: _GoBack]I welcome the opportunity to discuss with you personally how my skills and strengths best serve CORA. I have enclosed my resume for your review.
Thank you for your time and consideration.
Regards,
Erin C Mullen
Erin C. Mullen 
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