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September 12, 2018

Human Resources: 
If your company is seeking an excellent employee who has demonstrated great experience, well-developed planning, analytical, and communication skills, and a consistently high level performance in a variety of progressively responsible and challenging assignments, please see my enclosed resume. Thank You 
I am organized and detail-oriented, work well around people and Managers, proficient in all core office administration functions, including document preparation, internal and external communications, and task prioritization. I am looking for a creative, challenging, growth-oriented position, and I am able to quickly adapt to new situations, communicate with a wide range of associates and maintain a high degree of organization and professionalism.
Though my resume is detailed and comprehensive, it can fully demonstrate the manner in which I have achieved success. Character, Personality, and the ability to work in a team environment can be demonstrated in a personal meeting. I would welcome an interview at your earliest convenience. Thank You for your time and consideration. I am certain that I would become a valuable addition to your staff. 
Yours truly, 
Shelly Skinner

