Greetings:

My name is Stephanie Morgan, and I am a producer, writer, manager, and marketing aficionado based out of Philadelphia, PA. I had found your job posting on the Philadelphia Cultural Alliance website. In my post-college years, and in the time following, I have been strengthening my experiences and gaining knowledge of people and product. Although it has been difficult, I have been searching for a position that will use every single bit of my skills, and it appears that my search is close to over, as I believe I have found a perfect fit with you as an Administrative Assistant with CORA Services.


My main mission statement, first and foremost, is that I am able to meet the needs and wants of every individual I interact with by means of clear communication, and by establishing a sturdy and effective relationship. In my previous experiences, I have discovered that excellent customer service and clear and open negotiations are keys to developing that bond between the seller and the consumer. I pride myself on having that ability on the forefront. In regard to background work, such as production, scheduling, marketing, and budgeting, that is a skill that I had taken up by working in film. It never hurts to shoot for the moon and push harder than ever before to overcome obstacles. Keeping on track, setting a strong example, and setting a positive and charismatic tone in a working environment has been my forte for many years. Not only that, I enjoy the challenges that any issues or stresses bring. I see everything as a puzzle, and skills such as improvisation (which I have taken up as an actor) are what I use in order to complete tasks and effectively perform duties in any project thrown my way. I strongly feel that this alone is effective enough to earn a position with you.


I am always looking for more lessons, more positive experiences, and more growth in wherever I may go. Most individuals have absolutely no idea what they can take out of a small job or an internship. Some may not take much even from a lucrative position! However, I am very open-minded, and I take every moment and every opportunity for growth seriously and another door toward something worthwhile. I believe that worthwhile opportunity is found here. I am worth more than what is seen at face-value. I am capable of extraordinary things. That is something that I can bring to the table for you.


If you have read the entirety of this letter, I would like to thank you for your time, and I hope to be considered for this position. I look forward to hearing from you very soon.

Warmest Regards,
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Stephanie Morgan
