Renee Tarnoviski

2342 Strahle Street, Philadelphia PA 19152 ~ 215.331.0428 ~ tarntrio@aol.com
March 3, 2018

Dear Sir/Ms., 

This letter is to express my interest in the Administrative Assistant –Early Childhood Education position listed on your website.  I have been a teacher for many years and currently work at a daycare center. I have also had experience as a secretary/receptionist at La Salle University.  There my experiences included answering the telephone, typing, filing, and working with students.
As a teacher, I used problem solving skills and was able to multi-task.  I worked well with the teachers as well as independently.  I had to use both my verbal and written communication skills in dealing with the children and their parents.  Many times I was able to use Microsoft Office in corresponding with parents.  I used Office in making fliers and signs for my class.
My ability to be detail oriented is highlighted in my keeping records of the children’s academics.  During my time at Immanuel Lutheran School I was able to use Excel in tracking the progress of my class.
While working at Lehigh Christian Academy I had occasion to work with staff from CORA.  I am excited about the possibility of working again with the staff. Thank you in advance for your time. Please do not hesitate to contact me if you have any questions. I would appreciate the opportunity to review my qualifications in more detail.  

Sincerely, 
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Renee Tarnoviski
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