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November 6, 2018

To Whom It May Concern

Evening Receptionist

CORA 

Dear Employer,

I am applying for the position of Receptionist with CORA. In October of 2018, I completed my Master’s in Health Administration from Saint Joseph’s University. I currently reside within the area and see this position as the ideal opportunity to contribute the skills I have gained from my professional experience, academic studies and diverse background. I am strongly motivated to become a member of CORA, an organization providing emotional, academic and therapeutic support and assistance. 

My organizational and communication skills are well demonstrated in my work experiences within the Pharmaceutical industry. Currently, I work remotely for ICON which provides administrative support for clinical trial authorizations and approvals while adhering to compliance standards. I have also worked for PRA Health Sciences, a Clinical Research Organization where attention to detail was essential when managing clinical projects. Ensuring documents were audit ready allowed me to develop the necessary skills in planning, coordinating and executing ongoing timelines. In addition, I have acquired a sophisticated understanding of health administration through my studies. My coursework included Health Care Ethics, Accounting for Health Care Organizations, Health Care Law as well as Managed Health Care. 

I look forward to discussing my candidacy for this position and would like to thank you for your time and consideration. I hope to hear back from you soon.

Sincerely yours,

Ashley Howell, M.S.

