Cassidy Tobin
522 Vandon Loop
Berlin, NJ, 08009
248-410-4890
Cassidy.erin.tobin@gmail.com

Dear hiring manager,

I am highly pleased to be applying for the Administrative Assistant position.  As a recent college graduate, I know that I would very much enjoy working in a stimulating environment such as the University of Pennsylvania Health System. I graduated Magna Cum Laude from Rowan last May with a degree in both English and Psychology, and am eager to begin working in my desired field. 
Earning two degrees over the course of two and a half years has allowed me to become successful at multi-tasking, time management, and self-motivation. Taking such a wide variety of both English and Psychology courses has enabled me to become comfortable with writing about a variety of topics in different academic styles. I have extensive experience with research papers and literary analyses in MLA, case studies and psychological research papers in APA, and more creative formats such as poems and screenplays. During my time as an English student, my university recognized my dedication to excellence in critical thinking, writing, and editing as I received honors for being one out of thirty-one English students who maintained a grade point average of above 3.7. I believe my academic achievements, my passion for writing, editing, and communication, and my strong work ethic make me a worthy candidate for this position. 
[bookmark: _GoBack]I am excited at the potential opportunity of working as an Administrative Assistant at the University of Pennsylvania Health System. As this position takes place in a setting that I am interested in, and includes work that I am passionate about, I know that I would take great care and pride in my work. Should you wish to contact me about the position, please feel free to do so at your earliest convenience. Thank you so much for your time and consideration. 

Sincerely,
Cassidy Tobin
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