Date: March 1st, 2019

Subject: Administrative Assistant - Philadelphia, Pennsylvania 

[bookmark: _GoBack]Dear CORA Germantown Organization,

I'm writing to express my interests in the administrative assistant- position. In reviewing your opened position this specific role seems to align with my passion, experiences, interests, and professional career path. As a second career, I would like to demonstrate my professional experience with over 20 years’ of providing administrative support, child care supervision, and guidance to children in hospitals, public-school settings, and non-profit church organizations. Highly functional day to day operations and logistics environments in both healthcare and community environments. Deveopled and planned educational and learning opportunities designed for organization mission and children’s psychological, emotional, behavioral, and social skills. Dedicated to helping the mission, children, and their families thrive in an environment designed to promote safety, support, and a sense of “home away from home” through confidentiality, trust, play, and learning initiatives.

Finally, serving people and especially children comes extremely easy for me. I enjoy effectively communicating with others. it is my desire as a possible second career to deliver my professional administrative support service and years of volunteering experience in working with staff, children, parents, and others to promote value, trust, and learning to the office environment, Interacting and watching families, care-givers, and children as they nervously step away from each other for the day. I understand that emotional bond and would bring my experience and bachelor’s degrees in social work and human service experiences that include program specialist with children in public-schools, women and children shelters, and church settings. With these experiences, it is my hope to distribute and partner with your organization to match your operational needs and become your candidate of choice. I will be looking forward to hearing back from you soon. Have a wonderful day.

Thank you for considering my resume and cover letter of experiences.
Angelic Skipper 
Email: skipperangelic@gmail.com 
Contact: 267-456-25

