Doris Young

2002 Bridge Street

Philadelphia, PA 19124
215-495-9897 (cell)

215-848-4832 (home)

dorisyoung2002@gmail.com

To Hiring Manager:

Please accept my attached resume and application for the Administrative Assistant position at Cora Services Inc. Having read through the job posting I feel as though I am highly qualified to be your administrative assistant. I not only have experience as an administrative assistant, a program assistant, but as a Toddler teacher for several child care programs. Currently I am a toddler teacher at an Early Head Start. I believe that my skillset and knowledge will match the qualifications you are looking for. I am detailed oriented, organized, a team player, dedicated, know how to relate to parent and children, and able to multi-task. 

As an administrative assistant and program assistant I was responsible for typing correspondence, meeting minutes, answering phones, meeting coordination, maintaining files and calendars, office supplies, and database management. With my experience and skills, I am confident in my ability to become a key member of your organization. 

I would welcome an interview with you to discuss this position in detail. In case you need any additional information, I will be available on my cell phone at (215) 495-9897.

Thank you for taking out the time to reading this and considering my application.

 

Sincerely,

Doris Young
