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To Whom It May Concern,

I am pleased to learn of your need for employees in your department. With solid experience and education in the department, I am ready to become an immediate participator in your company.
 
The following are highlights of my qualification and accomplishments:
 
. Bachelor’s Degree in Psychology, December, 2013, University of Phoenix-Online
Certified Nursing Assistant License obtained May 13, 2011
. Current TB, Physical, First Aid, CPR/AED
. Proficient with Microsoft Word, Power point, Excel
. WPM: 35
. Over 10 years in customer service skills
 
My strong initiative and exceptional organizational skills, combined with my ability to work well under pressure, allows me to play a crucial role in a fast paced environment. I will immediately impact operations at your company once given the opportunity.
 
Enclosed is my resume for review, I welcome the opportunity to discuss with you personally how my skills and strengths can impact your company positively. Salary is negotiable.
 
Sincerely,
Alicia Gray-Jeffcoat 
