				Kelly A. Candello
520 Arnold Street, 1st Floor
Philadelphia, PA  19111
candello@doclawyers.com
215-866-6424


							
Dear Hiring Manager:

[bookmark: _GoBack]	I write to express my strong interest in the Department Assistant position listed on your website.

	As a highly organized Senior Legal Administrative Assistant with exceptional organizational and interpersonal talents, I am prepared to significantly contribute to your company’s goals and objectives.

	My background includes extensive dictation, overseeing administrative operations and driving office efficiency within detail-oriented, deadline-driven environments.  From project management and coordinating travel arrangements and facilitating meetings and appointments, I excel at prioritizing tasks, collaborating with peers and management.	

I am driven to finish tasks quickly and correctly and I have an excellent career history. I am meticulous and professional with the ability to hit the ground running and experience has taught me how to build strong relationships with all departments at any organization.

	I look forward to hearing from you.  Thank you for your consideration.
						 	
Very truly yours,



							Kelly A. Candello



