[bookmark: _Hlk797289]Jaeneen Williams
2813 Auburn Court Mount Laurel, NJ 08054 | 856-625-9335 | Jaeneen42@hotmail.com

To whom it may concern,
I am writing in response to your job opportunity on Indeed. I am a highly motivated employee and would bring a resourceful, flexible and hardworking amptitude to this role. 
[bookmark: _GoBack]In my previous  position. I maintained  in exceeding a functional Medical office enviroment while providing administrative support for a fast-paced enviroment and with years of providing excellent customer service.  I have the capabilties of solving problems and work independenlty with little supervision.  I respond to request in a timely manner and I  adept at priortizing mutiple ongoing duties.  
I am self starter and excel in giving  support and a team player. I am familiar with Microsoft Word, Excel, Powerpoint, and adapt quickly to new programs. As becoming a Part of your team I hope to provide support and organization to your company. 

My resume is attatched. Please feel free to contact me at your earliest convenience pertaning to details for the postion and look forward to speaking with you soon. 


Sincerely,
Jaeneen Williams



