Yan Liao
10208 W. Keswick Road
Philadelphia PA 19114

September 10, 2018

To Whom It May Concern:

[bookmark: _GoBack]I am writing this letter as an application for the Department Assistant recently announced on the Indeed website.  I am fluent in Chinese Cantonese and Mandarin.  My experience at Amcord Care as a Case Manager focused on arranging for needed services and entitlements, working cooperatively with consumer, family members, and service providers.  I am able to organize and manage a caseload of individuals ages 60 and older residing in the surrounding communities for the Medical Assistance or Aging Waiver program (HCBS).

I am a compassionate Service Coordinator committed to ensure services that are provided to those in need.  Moreover, I’m a strong team member who always provide valuable contribution, but I’m also able to work independently using my strong analytical and problem-solving skills to complete assigned tasks.  I am also a fast learner and always welcome any opportunity to learn something new.  

My resume is enclosed herewith which will provide you with details of my skills and qualifications. I will be grateful to have the opportunity to meet with you in near future so that we can discuss prospects of the job. If you require any further information, feel free to contact me at (267) 475-8803 or via email at yanliao@mail.com.  Thank you for your time and considering my application.
 
Sincerely,

Yan Liao
Yan Liao

