Kathleen Rowley Martz 
3840 Shelley Road 
Huntingdon Valley, PA 19006 
(215) 327-5360 
 
September 12, 2018
 
Good Morning! 
 
With great enthusiasm, I would like to express my interest in the Department Assistant position who will provide administrative support within the Community Services Division at Cora Services.  My experience includes 37 years in administrative positions at La Salle, Thomas Jefferson and for the past 22 years at Drexel University. Being recently laid off, then taking a temporary position, I was given the opportunity to reevaluate what my true goals are for attaining a new position.  What I came up with is a position that will enable me to assist others and be able to go home at the end of the end with the feeling that I contributed to someone’s happiness. Next, area of importance is the work environment. I want to be a part of a team that works together and is respectful of one another, one that is filled with compassion and kindness.  And, finally the opportunity to utilize my broad range of skills acquired over the year.   Working in an organization, such as Cora Services, I believe would be the perfect place to meet my goals.
 
I have many years of experience working with a variety of personalities, using many means of technology, working in many roles and navigating through several complex systems.  I possess a diverse skillset which makes me well suited for this role.  While at Drexel, I have facilitated major initiatives, from daily support of the Dean, such as scheduling, attending/supporting her on many college-wide meetings, committees and task force, planning and executing events, to project and space management for the College.  Throughout my career, I have gained extensive experience with software and programs, especially in Microsoft Office. 
 
In addition, my communication and interpersonal skills are well suited for the position available at Cora Services.  I have interacted and collaborated with all constituents of the academic environment: students, faculty, parents, staff, and senior administration through the Dean level. I realize the importance of building lasting relationships and establishing rapport founded on trust and respect. 
 
[bookmark: _GoBack]I am confident that my experience with administrative and project management aligns well with this position. I look forward to continuing a fulfilling career while contributing to the Mission and core values of Cora Services. I look forward to having the chance to speak with you regarding this position.  
 
If you have any questions, please feel free to contact me at (215) 327-5360. 
 
Sincerely, 
 
Kathleen Rowley Martz                                         

Kathleen Rowley Martz 

