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October 4, 2018

To Whom It May Concern at CORA Services,

When I decided to return to school a couple of years ago, I knew it was to be in the human services field and helping those in my community. And I have been fortunate to have some great internships within the field which landed me my current role. In this position, I have grown tremendously and learned about community-based non-profit services. While I love my job and its mission, I cannot grow further in it. So, with the recent advent of attaining my A.A. degree in Behavioral Health and Human Services, I am searching for full-time employment. Upon reading the description of the duties of the Administrative Assistant position  I realized it is very much what I do currently and so, am eager to apply. 
In my more recent positions, I have gained experience in effectively conducting groups with supervision, doing brief and initial intakes as well as the administrative duties for a non-profit mental health clinic.  Combine all this experience with my skill for aesthetics, analytical problem solving, logistical planning, and research along with my work ethic and you have a well-rounded candidate you will be proud to have on your staff. My strengths also include communication and organization skills, exceptional time management and the ability to relate effectively with individuals at all levels and cultural backgrounds, particularly underserved communities.
[bookmark: _GoBack]My salary requirements would be $16.50/hour to start.
Thank you for your time and consideration, 
Vanessa Rugys
