




                                                         Margarita Batts                                         

                                          Philadelphia, Pennsylvania 19115                                             
                                         434-607-7592 ritabatts@gmail.com
 


To: CORA Services

Dear Hiring Manager:  


I am writing to express my interest in the opening for an Evening Receptionist –Part Time position as posted on 
CORA Services web site. Based on my understanding of the position, I believe that my education, interpersonal 
skills and experience would be an excellent match for your organization. 

I am an American citizen how was born and raised in Moscow, Russia, where I graduated from Moscow University.
As my resume reflects, I have a considerable amount of administrative and clerical experience. I am accustomed to 
[bookmark: _GoBack]the rigors of fast-paced, high-pressure environments requiring complete attention to detail, consummate accuracy, and outstanding communication skills. I would welcome the opportunity to meet in person and discuss this opening in detail.

If you have questions, please feel free to call or email me at ritabatts@gmail.com.

I appreciate your taking the time to review my resume. 


Sincerely,
Margarita Batts








