						February 22, 2019

To whom it may concern:
Attached is my Resume for the Administrative Assistant position.  When I was employed at a preschool my responsibilities were: greeting visitors. Gave tours, enrolled students, created and updated and maintained student and staff files. Answered phones, typed letters, memos and reports. Sent and received faxes and emails. Created enrollment packets, collected and recorded monthly school tuition payments. Ordered supplies and maintained equipment.  Scheduled entertainment for the children and assisted teachers with lesson planning and called in payroll.
I work well alone or within a group. I am a fast learner. I have excellent computer and people skills and work to meet all deadlines. If you think I have the skills you’re looking for and would like to schedule an interview, please contact me at the number listed.

Sincerely,

Earlene White
[bookmark: _GoBack]215-432-7784
Applicant
