Cristi Dennis
103 Craighill Avenue
Richland, WA 99352
509-551-3610
cristi.belle@hotmail.com



Hiring Manager
Cora Services

Dear Hiring Manager,

Thank you for the opportunity to apply for the Administrative Assistant role within your company.  After reviewing the job description, it’s clear that you’re looking for a candidate who is familiar with general office duties.  Given these requirements, I am confident that I have the necessary skills to successfully perform the job efficiently and exceed expectations.

I am a detail-oriented professional who has been consistently praised as efficient and hard-working by previous managers and co-workers.  Over the course of my 30 year career, I’ve developed a skill set directly relevant to the Administrative Assistant role that you are hiring for, including customer interactions, confidentiality, detail-oriented paperwork, and being a team player.  Overall, I have consistently demonstrated organizational behavior, clear communication and creative thinking in every aspect of my previous administrative roles.  I invite you to review my detailed work experience in the attached resume.

My salary range would depend upon benefits provided and the challenge of the position in question.  On average, I’m accustomed to earning $37,000-$45,000 per year.

After reviewing my resume, I hope you will agree that I am the type of competent and competitive candidate you prefer to hire.  I look forward to elaborating on how my specific skills and abilities will benefit your organization.  I am permanently relocating to South New Jersey in April 2019.  I will be in New Jersey March 4-8 and would be available for a face to face meeting at that time.  Please contact me at 509-551-3610 or via email at cristi.belle@hotmail.com to arrange for a convenient phone interview.

Thank you for your consideration and I look forward to hearing from you soon.

Sincerely,

Cristi Dennis
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