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To whom it may concern:
 
I am interested in obtaining a the part time position with your organization as an evening receptionist. I currently work full time as a travel coordinator/ receptionist booking travel arrangements, and providing customer service to patients and employees coming to the research center.  I have experience as an Administrative Assistant with expertise in Accounts Payable/Receivable.  As an administrative assistant I provide clerical support to Business & Industry Cash and banking.  I also pride myself on providing superior customer service to employees and outside vendors.  Also, I am capable with all Microsoft applications. Please see my resume attached for further information. 

I appreciate you taking the time to review my resume and I look forward to the opportunity to interview with you. You may reach me by phone, 215-840-9079, or via email, shana.davis01@yahoo.com. 

					Sincerely, 
						
					

Shana M. Winter 

