Christine Trimback
Christinet1933@yahoo.com
September 6, 2018   
[bookmark: _GoBack]RE: Department Assistant
I read with interest your posting for the Department Assistant position. I believe I possess the necessary skills and experience you are seeking and would make a valuable addition to your company.
As my resume indicates, I have various office experience. I possess 18 years of experience in variable job fields. My professional history includes positions such as a Supervisor/ Legal Assistant/E-filing at Phelan, Hallinan and Schmeig, LLP as well as Customer Service Representative/ Data Entry Clerk at Parts Distributors. Most recently, my responsibilities as an Administrative Assistant/ Operations Representative MKTS at Bank of America Merrill Lynch match the qualification’s you are seeking. As the Administrative Assistant, my responsibilities include Coordinate travel and expenses in SAP Concur, Process monthly vendor invoices, Responsible for ordering office supplies/ kitchen supplies. My supervisor also relied on my ability to communicate with clients, multi-tasking, reviewing all invoices and journals, manage all clients outstanding bills. My availability would be a two week notice to my current employer. My salary requirement is $40,000-$46,000 a year: My salary requirement is negotiable. 
I have attached my resume for your review and I look forward to speaking with you further regarding your available position.

Sincerely,
Christine Trimback

