Yulvonda Guyton
8738 Frontenac Street
Philadelphia, PA 19152
215-342-6872 (home) 215-917-6358 (cell)
yguyton@comcast.net

October 4, 2018
To Whom It May Concern:		
[bookmark: _GoBack]This letter is in reference to the open position you have for a Department Assistant.
I had several temporary assignments from Data /Clerical Analyst to Billing Specialist working with several companies and my main goal is to have a full time position within the Administrative field. I enjoy working with people, being a team player and working in a fast paced environment.
I also worked for several years at the Philadelphia Stock Exchange first as a legal secretary typing SEC rule filings, ordering office supplies, typing legal contracts, scheduling meetings and setting up conference calls for several attorneys. After leaving the legal department, I supported two Vice Presidents as an Administrative Assistant.  I was typing meeting minutes, updating and logging all certificate of insurances, answering and screening all phone calls, setting up meetings, conference calls, making travel arrangements and supervised janitorial staff, processing timecards for staff and handled all vacation and calling out requests.
Please read attached resume for skills and qualifications.  Any questions please contact me at 215-917-6358.
Thank you.
Sincerely,
Yulvonda Guyton	


		
