[bookmark: _Hlk495326062][bookmark: _GoBack]Artrice Roman 
608 Lisa Pl
North Brunswick, NJ United States 08902
(732)-306-7177
Artrice92@gmail.com


Dear Future Employer,
 
[bookmark: _Hlk495324745]I am extremely eager to apply for your open position. Whether its inpatient, outpatient, or in a clinical setting I have always enjoyed coordinating the needs of patients I served. Being that I've received my Bachelor’s degree in both the Public Health discipline and Sociology discipline, administrative duties was a greater part of my learning. I've always been eager to apply that knowledge in a professional setting and your position will allow me to pursue such a passion. My most recent work experience at United Health Group has polished my administrative skills, human resource skills, and also scheduling skills. I was required to be a booking manager which I allocated hours to each employee in my department through scheduled times with their managers and also was a systems analyst which I scheduled audits to complete by myself and members of my team. On a daily basis I received a high volume of emails from associates in a uproar about why their payroll wasn’t consistent nor representative of their actual working hours. It was my duty to target their managers and have them sort out each employees’ time sheets. Every time sheet was due at a particular deadline which made it even more critical for me to get managers to comply; this was my easily my most critical as well as difficult experience in human resources but one I took pride in complying with.  I am certain I would be a great candidate for this position and for your company at large because I have been prepping for such a role throughout my undergraduate academic career as well as what I have experienced so far in my professional career. I am eager to learn and I take pride in being a diligent hard worker.  
 

My background includes:
• Bachelor’s Degree in Public Health and Sociology from Rutgers University, New Brunswick 
• 2 plus years as a booking manager/human resources worker and systems analyst for a healthcare company 
• Direct Support Professional for individuals with disabilities in the state or NJ 
 
Enclosed is my resume which further highlights my skills, experience, and academic background. I am looking forward to hearing from you soon regarding this position. Thank you for your time and your consideration. 
