

Porsche Murray
3700 Gateway Drive Apt B 518| 267-251-9826 | porsche.murray@gmail.com
January 17th, 2019

Dear Human Resources Coordinator:
Enclosed is a copy of my resume in response to your advertisement for the Department Assistant position. 
[bookmark: _GoBack]I am a graduate of The Community College of Philadelphia. I am also an Administrative Assistant in the volunteer department at The Franklin Institute. I would like the opportunity to showcase my talents as an articulate, conscientious, and intelligent administrative professional. My experience working at The Franklin Institute has exceeded my growth both professionally and personally. I am the ideal candidate for this position as I am able to communicate ideas effectively, write correspondence competently, and conceptualize literature meticulously. I am able to work under pressure, and complete assignments efficiently. I am confident that I possess the necessary skills to perform and succeed in this role.
If given the opportunity I will be an asset to your team as I am a team player and experienced in producing quality work. Thank you for your consideration, I look forward to discussing my background and accomplishments with you and learning more about this unique opportunity.
Regards,
Porsche Murray
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