October 26, 2018

To whom it may concern:

Good morning, I have learned about your need for a Part-time Receptionist from the ad that was placed on Indeed.

I've spent the last thirteen years working full-time as an Office Manager at Einstein Hospital for 
ARAMARK.  Customer service is one of ARAMARK’s trademarks and is a top priority in
my position.  I manage the Food and Nutrition Office, which includes being the first point of contact for our department.  One of my main responsibilities is conference room reservations and scheduling catering throughout the Einstein Network. This also includes meeting with clients, setting up conference rooms and working/managing parties and conferences. Good interpersonal skills, communicating via email, phone and attention to detail are a huge part of my every day skills.  My efforts have created very strong relationships with numerous departments throughout the network. I am very proficient on the computer and experienced with Microsoft Office and other database programs.  I also successfully handle payroll for the department and all cash handling for the Einstein Café.  This includes validating cash drawers, making deposits and ordering change.  

[bookmark: _GoBack]I feel that I could be a valuable asset to your team, and I bring to the table all of the skills that you require in a Part-time Receptionist. 

I have attached a copy of my resume, which will give you a better look into my qualifications.

I look forward to discussing my qualifications further and can be reached by email at kdietzconnolly@gmail.com or by phone at 267-577-3185.

Thank you so much for your time.

Sincerely,


Kimberly S. Connolly
11908 Alberta Drive
Philadelphia, PA 19154



















