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Dear Cora Services Inc,
I am interested in applying for your Evening Receptionist Part-Time Position that was recently posted. Gaining this opportunity fits well with my career interest, education, and work experiences. 

I have years of experience in office management/human resources, great customer service skills, support receptionist front desk coverage, capable of handling multiple phone lines, scheduling conference rooms, maintaining calendar, processing incoming mail, scheduling interviews/testing applicants, making job offers, processing background checks, processing new hires, maintaining accurate personal files, explaining benefits packages, FMLA, processing workers compensation claims, employment verification, garnishments, processing payroll with different software resolving payroll issues, processing PO and purchasing supplies, and keeping track of financial accts.  I am confident that I can function as a detailed oriented, efficient team member within your company.  

The attached resume provides further details about my education and work experience.  I welcome the opportunity to discuss my qualifications for a position in your company.

I can be contacted at (610) 653-4250 or dcarmic77@gmail.com      


Sincerely,

Dawn R. Carmichael 
