Teresa Stewart
Lansdowne, PA
267-303-7539 ( tesa325@yahoo.com
November 03, 2018
Dear Human Resources,
As a professional with a history of directing teams in Public Safety and Security, and  Human Services toward excellence in completing targeted company goals, I am excited to submit my application for the available Administrative Assistant position on your team. 

My comprehensive hands-on experience will make me an excellent addition to your organization. Throughout my entire career, I have been successful in solving problems, resolving conflict, assisted in streamlining the budget for my department, and contributing to shared objectives. Below is a sampling of highlights from my resume that demonstrate the overall value I can leverage to advance you company’s mission:

· Streamlined the development and implementation of departmental policies and procedures, budgetary issues, and as well as plans and contingencies for dealing with emergencies, disasters and other critical incidents
· Monitored and evaluated activity and behavior to prevent disturbances and security violations, reporting irregularities.
· Handled computerized reporting, financial budgets, management budgets,  maintenance of daily files and files related to crimes, loss of property, and investigations
The educational foundation, commitment, and leadership experience outlined on the attached resume position me for a successful partnership with your organization. I would welcome the opportunity to learn more about your team, and to discuss how I can address the unique challenges of this position in order to add value. 
Thank you for reviewing this letter and the accompanying material.

Sincerely, 

Teresa Stewart
Attachment: Resume

