Emani Smith
Address: 2500 Knights Rd. Bldg. 1 Apt. 3, Bensalem, PA 19020 |   Cell Phone: 215-869-6651 | Email: emanis123@gmail.com

CORA Service, Inc.
8540 Verree Rd.
[bookmark: _GoBack]Philadelphia, PA 19111

Re:  DEPARTMENT ASSISTANT                                                                                                                         09/09/18


Dear department assistant search committee, 

Due to my exceptional interpersonal skills, customer service experience, and education, I believe that I would be the best candidate for your position of department assistant for CORA Services Inc.

As a recent graduate from Delaware State University, I have become very familiar with the role and requirements of a professional in the field of human services. I have working knowledge of administrative skills, customer service principles, and windows applications such as Microsoft office. Through my internships at counseling organizations such as North Node and Delaware State University’s Counseling department, I have gained skills in written and oral communication, multitasking, active & analytical thinking, and adaptability in fast paced environments. I also have strong conflict resolution, leadership and teamwork experience. 

I am confident that my knowledge, technical skills & performance aptitudes will allow me to reach the public in influential ways in support of strengthening business endeavors with your clientele. As an integral part within any environment, I am confident my skills will give room to positively promoting a friendly and cohesive environment for both clients and co-workers through administering exceptional organizational skills. This position will also allow growth for future professional endeavors in my career field. If afforded the opportunity to support CORA Services Inc. as a department assistant, I will apply the same passion and work ethic to the goals and programming of the department and team.

Please feel free to contact me at a time of your convenience to further discuss my background and qualifications.  I have enclosed my resume and application. Thank you for your time and consideration.


Best Regards,


Emani Smith

