Dear Sir or Madam:

I am writing to express my interest in the receptionist job opening at CORA. As a longtime resident of Northeast Philadelphia, I am acquainted with the work that CORA has done for its clients. I believe that my poise, positive and professional attitude, as well as my experience working as a receptionist in other offices makes me a match for this position. I have several years of receptionist experience, including working in a busy work environment with multiple phone lines and a large professional staff. I can therefore handle the environment of an office such as yours.

At all of my positions, I was valued by the management and my coworkers as supportive in keeping paperwork available, maintaining information so it is easily retrievable, assisting others when necessary and keeping the office or store items organized at all times.  My most recent position as a receptionist/weekend manager was at a luxury day spa in center-city Philadelphia where I greeted approximately 45 clients a day, scheduled appointments, answered questions regarding services and fees over the phone and at the front desk. I have strong communication skills and I’m also skilled at assisting clients who are frustrated with long waits and payment issues. It was imperative that I stayed organized throughout the day due to the amount of clients, therapists and treatment rooms available to keep the spa running smoothly and promote an atmosphere of calm and relaxing.  As part of my duties, I collected payments for individuals and groups using a POS system to accept credit, cash and check payments then balance at the end of the day.  In addition, prior to working in the legal field, I’ve worked in medical practices for 20 years as a secretary, receptionist and assistant where I answered multiple phone lines, maintained patient records, registered new patients, took cash, check and insurance payments and offered a welcoming environment for all involved. 

[bookmark: _GoBack]I pride myself on keeping days running smoothly, and problem-solving when unexpected issues arise. Please see my attached resume for more information on my work history, and do not hesitate to be in touch with any questions. Thank you for your consideration and I look forward to hearing from you to arrange a time to speak in person. Please feel free to call me at (215) 331-2769 at your earliest convenience.

Sincerely,
Christina Carroll
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