Shannon Melanson
895 Woodland Avenue   North Brunswick, NJ 08902
908-239-8353s.melanson9@yahoo.com

February 25th, 2019

Cora Services Inc
8540 Verree Road
Philadelphia, PA, 19111

To whom it may concern, 

[bookmark: _GoBack]Attached please find my resume for employment as a Administrative Assistant- Early Childhood Education with Cora Services Inc. I strongly desire to continue my work serving children and their families in a collaborative setting and would welcome an opportunity to contribute to your team. I completed my B.S. at Stony Brook University, majoring in Health Science with a concentration in Disability Studies and Human Development. During my senior spring semester I took a children and disabilities course that implored me to go further in learning about children with disabilities and contribute to their well being and development. I believe that with my skills and experience have adequately prepared me for this challenging and rewarding role.   

Throughout the past eight years, I have worked closely with children of various ages and abilities, as well as their families. During my undergraduate studies, I spent my time working in an energetic childcare center, teaching and managing classes of children ranging in age from six months to four years. I maintained open communication with families and caregivers to ensure their continued involvement in each child’s growth and development. I spent 2017-2018 serving as an au pair in New Zealand where I absorbed an abundance of responsibilities, the most important of which was caring for three children, three month old twin boys and a three-year-old little girl. I coordinated and managed each child’s day-to-day schedule, while also incorporating meaningful play and social opportunities throughout their day.  This experience served to strengthen my understanding of child development, as well as my ability to maintain a professional yet open line of communication between parents and myself. Currently, I am an early intervention service coordinator where I am responsible for the IFSP and early intervention services for children aged birth to three.  Through both my professional and educational experiences, I have learned that collaboration amongst team members and families is essential in order to maximize a child’s growth and learning opportunities. I enjoy working with children and their families; it is here where my true passion lies. I am also committed to lifelong learning and believe that this position would offer a great deal of opportunity for professional growth. 

It is with genuine interest that I enclose my resume for your review that will offer a brief summary of how my experiences and skills may benefit your program’s mission. I would greatly appreciate an opportunity to meet with you and can be reached at 908-239-8353 or by email at s.melanson9@yahoo.com. Thank you for your consideration. 

Sincerely,
Shannon Melanson


Shannon Melanson
95 Woodland Avenue + North Brunsvic ) 06902
SORTIATS + smelansons@yahoscom
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