February 5, 2019


Talease Cleveland
1252 E Sanger Street #2
Philadelphia, PA 19124
 
Attn: Human Resources
Cora Services
8540 Verree Road
Philadelphia, PA 19111

Dear Hiring Manager:

In response to the available HR Coordinator position, attached is my resume for your consideration.

Over the past ten years working in the nonprofit sector, I gained many of the skills needed for this position.  My daily assignments included being the point of contact for new immigrant clients, data entry, database and document management while preparing files for audits.  Most recently, I worked on projects in workforce development, assisting with ensuring the organization maintained their funding in addition to working with clients so they could continue eligibility in state and federal programs. I have experience screening clients for Welcoming Center programs and recruiting clients at Provider fairs and assisting the Deputy Director with administrative tasks.
I have excellent computer, telephone and interpersonal skills, have experience interacting with diverse populations and working in fast paced, high pressure environments.
My experience provided opportunities in database management, case management, administrative support, research and executive assistance.  I look forward to learning about how I can bring these transferable skills to become a part of your team.  Thank you for your time and consideration.
 
Sincerely,
Talease Cleveland

