58 Rocky Hill Rd 
Princeton, NJ 08540
(713)-367-2446
avanthikas95@gmail.com

October 4th, 2018

Cora Services
Philadelphia, PA 
To Whom It May Concern, 

[bookmark: _GoBack]I heard of open job opportunities for Department Assistant via Indeed. I have acquired my associates in sciences from Lone Star College and am finishing up my bachelors in psychology at The University of Houston Downtown. I am also currently earning my data science coding research certification. Throughout my studies of communications and human resources I gained an interest in the administrative field. I believe in the mission of Cora and would be excited to work with your organization. 
I have worked with Blue Fish Pediatrics as an office assistant and receptionist for the past four years. I have experience in customer service and verifying patient’s records through their insurance companies and directing calls to the appropriate destination. I also have knowledge in creating spreadsheets of the clinics monthly expenses for the billing department and accountants. I am experienced in all Microsoft software, filing, scanning, billing, and arranging appointments. I have learned a great deal about administration throughout my experiences in various clinics and my personal education. I am a very fast learner and a hardworking individual with a drive to get any task done. I am punctual, organized, and a team player. I am willing to move to any location at any given point in time and take any opportunity to gain and expand my knowledge and experience.  
I am confident that my experiences, skills, and interest in my future endeavors have prepared me to be an exceptional candidate for your company. I am eager to meet with you and discuss this opportunity. I can best be reached at 713-367-2446 or avanthikas95@gmail.com. Thank you for your time and kind consideration.

Sincerely,
Avanthika Sanjiv Nair 
