Marquitta K. Edwards
4922 Boudinot Street
Philadelphia, PA 19120
(215) 939-8263
MK.Edwards84@gmail.com

Dear Hiring Manager,
In response to your recent advertisement, please accept this cover letter and resume in application the Evening Receptionist position currently available within your company. I read the qualifications thoroughly and found the open position to be quite rewarding and fulfilling if given the chance to fill it.
I’m currently a Customer Service Assistant IV with the CGI Federal/The Philadelphia Passport Agency.  In my current position, I am responsible for accounting of suspended application for applicant’s urgent need of travel. I assist 4 supervisors and our Customer Service Manager with requesting documents needed in order to have the passport issued. My other duties included assisting our postal, library and courthouse agents with applicants who have inquiry about applying for a passport or those who need clarification on requests. I also have obtained secret government security clearances to secure my position with my current employer. 
[bookmark: _GoBack]The time to meet and discuss how I could become an asset to your growing company would be greatly appreciated.
Respectfully Yours,
Marquitta K. Edwards

