Human Resources Manager,
Please accept this letter and accompanying resume as my formal request to be considered for the available Evening Receptionist position with Cora Services. As explained comprehensively in my resume I have held a variety of relatable professional positions including most recently Work Management Coordinator, coordinating trades technicians daily work requests. Additionally, my employment as 21st Century Grant Project Director (with a Philadelphia based education non-profit, providing complete oversight of a $400k federal grant) which included grant writing/reporting, budget adherence activities, and  various administrative roles within Philadelphia public schools prepare me for this opportunity. 
 	As a Human Resources Assistant I handled multi-line telephones, processed employment applications, and provided administrative support for the leadership team. My position as Listings Analyst with Verizon required analysis and proofreading of yellow and white page advertising for errors and to minimize quality assurance discrepancies and/or claims in a deadline driven environment. 

In my position as Project Director my responsibilities included complete oversight of programmatic federal grant implementation (including line item budget), annual and quarterly federal reporting, and grant narrative and revision writing. Additionally I managed three (3) after-school 21st Century Community Learning Centers within Philadelphia School District high schools, 3 other non grant related after-school programs, and supervised all related staff. 
	
In my positions as both Mentor and Academic Coach of at-risk students in grades K-12 my responsibilities included: monitoring student academic progress (virtual and resource center environment), the development of grade level aligned remediation activities, and implementing and facilitating student resume writing/ job readiness workshops

I look forward to meeting with you to discuss my qualifications at length, should you have any additional questions I can be reached by telephone at (267) 584-8294.   
 
Thanking you in advance for your time and attention,
Danielle Wooden

