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Human Resources
Philadelphia, Pa

RE: Enthusiastic and Hard-Working Educator, Mentor, Customer Service Specialist 
Dear Hiring Manager,
I read with interest your posting for Resident Advisor/Program Assistant on Craigslist.  I believe I possess the necessary skills and experience you are seeking and would make a valuable addition to your company.

My background and experience are just what you need. Please allow me to show you what I could bring to your company.
As my resume indicates, I possess more than 5 years of progressive experience in the childcare and family services, along with administrative experience in this field.  My professional history includes positions such as Office manager, Lead Teacher, Administrative Support, Reception, Customer Service and Mentoring.
Here are some of my professional highlights: I have a background working with diverse groups of people in a management and performance background. I have over ten years’ experience working in a childcare and customer service setting with professional training and a Child Development Certificate. I have an Administrative background to support Resident Intake and other Filing and Observations as a Mentor I know I can offer a balance of Structure, Compassion and Empathy in this position. 
I have attached my resume for your review and I look forward to speaking with you further regarding your available position.
Sincerely,
Melinda Wilson

