​Dear Human Resources: 

I am writing in response to the part-time Evening Receptionist with Cora Services, Inc. which is posted Indeed.com. Working for Cora Services, Inc. is an opportunity to contribute over nine years of front desk, bookkeeping, administrative and computer systems experience, over eleven years of customer service experience and over eight years of reception experience, including appointment scheduling, travel arrangements, internet and legal research, front desk reception, supply and  project management,  shipping, photocopying, proofreading, fixed asset and mailroom management,  procurement, office equipment maintenance, email and social media communications, running errands, developing and assembling petitions and other legal documents, drafting business letter and documents, collections, generating and collating expense reports and proposals, document and systems management, accounts payable and receivable,  invoicing, calendar and file management,  data entry and analysis, personnel and payroll management, diary and document management and mail distribution.  Next, I am proficient in the following software, including Adobe Acrobat software, Drop Box, Google Calendar, Oracle, ADP, Ceridian, Paychex Tax ware and Microsoft Office Excel, Word, Power Point, Outlook and Publisher. Finally, I can carry out a project under budget and ahead of schedule and adapt to any industry and company changes as shown by maximizing productivity by creating safety and staff training programs, conflict resolution, staff supervision, on-boarding and pioneering a FMLA, workers compensation and ADA tracking system. 

Attached is my resume for your review. I would love to meet in person or speak in the phone and discuss what value I can contribute to the part-time Evening Receptionist with Cora Services, Inc.  The best way to reach me is the cell phone number of 267-461-0226.  Thank you for your time and consideration.

Sincerely,

Barbara Di Pipi

