[bookmark: _GoBack]To whom it may concern: 
As a skilled medical professional with proven experience in human resources  and planning, I am pleased to present the enclosed resume. I am certain that you will find my dedication and enthusiastic attitude to be of value to your organization as your next HR Coordinator.
My background includes experience performing comprehensive HR tasks, such as recruitment, performance evaluation, benefits, employee relations, and staff training and development, and has prepared me to make a significant contribution to CORA services. Most recently, I performed a range of support functions as a Human Resources generalist, including record keeping, staff hiring and orientation, and partnering with all levels of management to support organizational objectives.
Highlights of my experience include:
· Updating and managing detailed, confidential employee records as well as monitoring staff performances and coordinating new hire orientation sessions.
· Demonstrating outstanding skills in report generation, records management, data entry, accounts payable, and general issue resolution.
· Performing numerous, competing tasks while optimizing workflow and maximizing productivity and efficiency.
I know that an HR Coordinator needs excellent personal relationship communication skills as well as a complete understanding of laws designed to protect both the employee and the company. For this reason, I know that my background and experience would make me an excellent candidate for the position at CORA services.
I would like to set up a meeting in order to further discuss our mutual needs. I can be reached at (267)469-72-19 or emailed at vatamanitsa31@gmail.com.

