Ebonee A. Allen
1516 Wynsam Street
Philadelphia, PA 19138
(267) 283-5244	
eboneeaisha@gmail.com


November 2, 2018

To Whom It May Concern:

I am writing to express my strong interest in the receptionist position at Cora Services.  I am a highly capable and experienced administrative professional.  In addition to my extensive office experience, I offer significant abilities and experience in organizing, prioritizing, confidentiality of documents, and detailed preparation of reports and projects.  My ability to work independently as well as getting along with others, to make necessary adjustments to meet deadlines, and effectively coordinate in fast-paced environments have all contributed to my growth in this field and my employers placing a significant degree of trust in me.

[bookmark: _GoBack]Other qualities that I possess, which may not be readily apparent from my resume include integrity, intelligence, and high energy, along with a diverse background and range of abilities.  I am one who embraces creativity, new ideas and able to work in fast-paced environments.  My ultimate career goal is to work with a company that is passionate about what they do, works above and beyond for their clients, and is well known for their explicit services.

I believe my dedication, experience, and advanced skills would be an ideal match for this position.  I am eager to learn more about the position and would appreciate the opportunity to speak with you about my qualifications.

Please review my attached resume as my application for this position.  Thank you for your consideration and I look forward to hearing from you soon to arrange an interview.

Respectfully,

Ebonee A. Allen  

