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Dear Hiring Manager,
I am thrilled to be applying for the Human Resource Cooi position with CORA Services. With more then 15 years of experience as an Administrative Assistant, I am motivated to join an organization where I can contribute my unique skills and grow as an Administrative professional. I am particularly adept at finding ways to streamline routine processes. I am intrigued by the opportunity to bring my talent, experience, and commitment to helping your organization. 
During my current role at Partnership for Community Supports, I efficiently oversee the daily operation of a 30 plus service coordination unit. I took ownership of coordinating logistics of the daily data entry.  Ensuring that service coordinators are prepared in advance for their meetings, and I was able to reduce the backlog by 80%.
Thank you in advance for your thoughtful consideration. I hope to hear from you soon with more information about the role and CORA Services. I look forward to speaking with you.
Sincerely,
Kimberley Dobson




