SHANNA-KAY ELLIS
 Philadelphia Area   (609) 906-8429    ellisshannakay@gmail.com 


January 30, 2019 

Cora Services Inc
8540 Verree Rd
Philadelphia PA
19111

Hello,

I believe I am the best fit for the Human Resource Coordinator position at Cora, and would love to get the opportunity to provide support with administrative duties and on projects. I recently completed my Masters of Arts in Organizational Psychology at Columbia University, and I was enthused to see this job posting on Indeed.com, and thought it was the perfect opportunity on my career path in the Human Resource field. 

I was fortunate enough to serve as an HR intern for a start-up technology company called Jetzy. My responsibilities included assisting with selection, onboarding, and some administrative duties such as coordinating virtual meetings and capturing meeting notes. I was trusted to lead the intern recruiting process from a select university. We successfully made offers to 15 of the 77 applications. Jetzy taught me to be flexible and creative when problem solving; it maximized my ability to remain organized and professional in an unconventional work environment, that’s also somewhat unpredictable. With Cenlar FSB, I have garnered over 4 years of professional work experience in an office environment, and a familiarity with working and communicating in teams. During that time, most of my tasks required interaction with clients and other departments facilitated mainly by emails. Both these experiences make me confident about the level of service I am able to offer.

[bookmark: _GoBack]My training at Columbia University has prepared me to work in capacities that require data analysis, research, delivery (presentation skills), communication skills as well as training and development. I pride myself as being a quick learner, adept in exceeding expectations and with a keen eye for detail. I am intrigued to work others and learning continuously; with these and other qualities. I am sure I will be a great asset to the team.

Please feel free to contact me to further discuss my background, experience and goals. Contact via cell phone at 609-906-8429, or by email at ellisshannakay@gmail.com at any time. Thank you for your consideration for this opportunity. 

Sincerely, 
Shanna-Kay Ellis 
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image1.png





SHANNA-KAY ELLIS
Phdelphis Ars - (49906429  clisbamlay g com

ety ek e e e b sy ety
A ot P A o, 4 1
et . o e o o e

T ——————
e L T,

e o
A e e N s et s i 4
s e v s e b o
N s ——

i e e B et

gt e e kot i
I i 1 e

e o ot itk i b s o, Gt
e b o T




