6739 Akron Street
Philadelphia, PA  19149

(215) 908-2012
rosarioavilesm@gmail.com 

February 25, 2019
To Whom It May Concern:

I am interested in the Administrative Assistant position advertised for your company.  My resume further detail my experience and outline the nature of my qualifications, as well as my areas of strength.

I currently support the Merakey Schools Philadelphia and Warrington.  Some of my current responsibilities as Administrative Assistant include (but not limited to) managing the front office, answering phones, payroll, shipping and receiving, on–boarding/credentialing of new employees including electronic I-9, ordering supplies and maintaining inventory, collecting daily attendance, maintaining students’ files, keeping track of employees’ trainings and their time off and gathering all information needed for monthly revenue reports.  I’m also serving as the schools’ translator to our Spanish speaking families. 
My diverse background and skills combined with my experience has refined my leadership skills and enhanced my analytical thinking.  I am confident my experience, motivation and enthusiasm qualify me as an ideal candidate for your company.

I appreciate your serious consideration of me for this position.  I look forward to meeting with you at your earliest convenience to discuss employment opportunities, as well as salary.

Sincerely,

Maria Rosario

Adm. Assistant

Merakey Schools     
