



[bookmark: _GoBack]To whom it may concern:

I am interested in applying for an administrative position
I am currently a junior at Temple University’s Fox School of Business.  My education and work experience provided me with a wide range of knowledge in human resources, management, and customer service.  Based on my education and experiences, I am confident that I can perform as a detail oriented, effective, and efficient administrative representative.
I would very much like to be a part of your team.  The enclosed resume provides further details about my education and experience.  I welcome the opportunity to discuss my qualifications for the position.  Please contact me at 267-596-3595.
