
Cheryl L. Dougherty 
Philadelphia, Pa 19136 | Home: 215-333-5840 | Email: dougherty.cheryl12@gmail.com
Dear Hiring Manager,
I read you posting on the Indeed web site for an Administrative Assistant and I believe my skills aligns well with the qualifications you are seeking at CORA Services. As an accomplished Administrative Coordinator with over 10 years of administrative skills, strong customer relation support experience, attention to details, analytical problem skills and ability to wear multiple hats, I believe I am an ideal fit for this position. I thrive at learning new procedures and processes and if given the opportunity, I am confident I can excel in any task and become a productive, reliable, and valuable team member to your organization.  
My most recent job with The Risk Management Association (RMA) gave me valuable and relevant experience. My repetition as an important team member who always gets the job done comes from demonstrated ability to multi-task. I've worked on projects such as:

· Assisted and functioned as point of contact for professional staff of the General Counsel, Regulatory Relations, Communications, and Operational Risk staff with administrative duties but not limited to; scheduling meetings, running daily sales reports, phones, faxing, typing correspondences, ordering office supplies, maintaining inventory, processing reimbursement department and vendors, maintaining company web site for department. 
· Registered and updated member records for accuracy and quality assurance.

· Coordinated all logistics to confirm councils and committees, including coordinating meetings, materials, meals, and hotel arrangements.

· Established and managed deadlines for delivering events such as, but not limited to seminars, round tables, council meetings, conferences, and audio conferences, ensuring smooth and successful events.

· Processed and adjusted vendor invoices for payment.

· Handled and follow-up customer incoming calls from beginning to end, ensuring exceptional service.

· Followed-up with customers for quality assurance.

· Recognized for always practicing RMA Values: Integrity, Pride, Excellence, Caring and Teamwork
My experience has taught me to be proactive, and I pride myself on my ability to adapt in all kinds of situations as they arise. My strong work ethic, positive attitude and attention to details are qualities valuable to any company.

Since I realize that a resume is but an outline of my experience, I would appreciate a personal interview to further explore employment possibilities. 

I hope to hear from you in the near future.
Thank you for your time and consideration.
Sincerely, 

Cheryl L Dougherty


