Frankie Brown
197 W. Champlost Avenue
Philadelphia, PA  19120
267 – 319 - 4336
October 30, 2018
Cora Services
Human Resources

8540 Verree Road
Philadelphia, PA  191111
Dear Sir/Madam:
I am presently interested in the Evening Receptionist position at your facility.  Enclosed 
please find my resume for your review.
My skills covers various aspects in the administrative support field with many years of experience in the academia setting giving support and services to senior administration, faculty, students and staff.  I have extensive customer service and interpersonal skills and the capability to successfully relate with a diverse group.  I possess outstanding organizational, analytical, and problem solving skills as well as paying close attention to details.  I have demonstrated the ability to work well under pressure and meet deadlines as well as balancing multiple tasks simultaneously. I am able to work independently under both direct and limited supervision as well as supervised student workers. I have also demonstrated excellent verbal and written communication and computer proficiencies and knowledge.  I would be interested in a position that would allow me to utilize my education, skills and experience.
I would appreciate the opportunity for a personal interview to explore your company’s needs and my capabilities in regard to the position you have available.
Thank you in advance for your time and consideration.
Sincerely,



Frankie Brown, B.S.
