Ms. Jawana Green
1206 S. Harmony Street
Philadelphia, PA  19146
267-304-3135
Jggreen1@msn.com

October 26, 2018

CORA
8540 Verree Road
Philadelphia, PA 19111

Dear Human Resource Manager:
The Enclosed resume will provide you with information concerning my professional background and overall capabilities.  I am confident that the benefits to be derived from our professional affiliation will be mutually rewarding.
 I am seeking the Evening Receptionist-Part-Time position; this position is capable of providing me with career growth, development, and opportunity.  I would like to bring a unique combination of skills and abilities I possess to your organization.  I am confident that you will find me a professional and highly competent employee able to meet the requirements of a challenging career with your organization.
[bookmark: _GoBack]I have a total of thirty-six years’ experience in the healthcare setting and have worked as an administrative assistant at several healthcare organization. Through these years I have development exceptional leadership, telephone, computer and customer service skills. I am accustomed to working in a high paced environment. I am currently enrolled at Purdue University Global with 24 credits left towards my bachelor’s degree in healthcare administration.  
I would like to request a personal interview at your earliest convenience so that we may discuss my qualifications in details.

Sincerely yours,


Jawana Green

