Erin Robinson
684 Rennard Street
Philadelphia, Pennsylvania 19116
(267) 213-8867 erinrobinsonproductions@gmail.com

Dear Hiring Manager:
I am writing to apply for the CORA Services Human Resources Coordinator position posted on your website. I feel that through my roughly seven years of combined experience in administrative work, event coordination, and directly working with special needs students, I am uniquely qualified for this position. 
Additionally, and most importantly, I already work in the CORA Services building, and have for the last two years, as a transition placement coordinator from Philadelphia Academy Charter High School. I absolutely love everything about CORA, its mission, its values, and its environment. I cannot explain how much I would love obtaining this position at CORA, which is a pillar of the Philadelphia community that has help so many people, and specifically children.
During the start of my sophomore year at Philadelphia Academy Charter High School in 2010, I was given the position as the administrative office intern. During this internship I was responsible for phone duties, data management, assisting the administration with special projects, and overall office management, while only a high school student. I did this internship for three years, and after graduating college I was invited back to continue working for the school. 
[bookmark: _GoBack]Since October of 2017 I have worked at Philadelphia Academy Charter High School as an educational assistant for students with special needs. I am responsible for helping the students in a classroom setting and at their job placements (specifically here at CORA), as well as recording data on their efforts and behaviors. This job has given me the opportunity to support those in need and to fine-tune my data collecting and documentation skills, along with being integral to the inner workings of a school setting. The absolute best part is helping children, which is the essence of what I would like to build my career around.
I currently work as an Events Coordinator for the radio station 93.3 WMMR in Philadelphia, Pennsylvania. Directly working with the on-air talent, I plan, facilitate, and attend events throughout Philadelphia, New Jersey, and Delaware. I am one of the event personnel who meet with contacts, working as a site manager to address the customer’s needs and requests in preparation for upcoming events. Additionally, I remain onsite throughout the events to assist with customer relations, talent appearances, social media presentations, and facilitating and anticipating the requirements of the public.
Throughout my high school internship, college experience and at my current position with the school and as an Events Coordinator at the radio station, I have honed my written and verbal communication skills, and understand the inner workings of an academic office setting, as well as those of off-campus events. Collecting data, handling confidential material, and utilizing organizational skills have been crucial to my current and past positions, and I would like to continue growing in this field. I would be honored to work for Children’s Hospital of Philadelphia. 
Sincerely,
Erin Robinson
