Irma Santiago
3128 Hellerman Street, Philadelphia, PA  19149 | (215) 501-6981 | SNTG87@GMAIL.COM
January 28, 2019
CORA Services, Human Resources Manager
8540 Verree Road
Philadelphia, PA  19111-1325

Dear CORA Services, Human Resources Manager:
The Agency, CORA Services is accepting applications in their Philadelphia region Building office for a Part-Time, Title, Job applicant, Department Assistant.  I am submitting a copy of my resume for your consideration and the opportunity to a Job Entrance Interview with this Company.
[bookmark: _GoBack]I am currently canvassing the INDEED Job search Engine, and I have encountered the opportunity to apply for a Professional and efficient organization with good communications, and one that is supportive of their employees.  In accordance, the job description entails a wide range of Administrative Staff with facilitation of service delivery to clients through clerical support.  
My contribution thus far included the following achievements that can be used in a new position to good advantage.
· Be organized and effective communication both verbally and in writing.
· Be able to perform arithmetic calculations.
· Have an excellent work ethic and able to develop and maintain effective working relationships.
These accomplishments and my increasing skills will bring further productivity and profits.
Thank you for your consideration.  I look forward to hearing from you at your earliest.
Sincerely,
Irma Santiago
**P.S.  Please note, the old telephone contact number, which it is indicated in the enclosed and attached resume as: (267) 647-8431.  The new telephone contact number, which it is currently: (215) 501 6981.
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