 
 Ellen Smith
301 Edgeboro Drive
Newtown, PA 18940
Cell # 215-485-6484
Email:  ellensmith299@gmail.com





Dear Human Resources Professional:

I am seeking full-time employment within your organization.   I have demonstrated work experience supporting both  non-profit senior management and C-level management as an Executive Assistant, with relevant experience in Human Resources and accounting duties, as well as extensive secretarial, receptionist experience.

Although my office skills are top-notch, I feel my best attributes are character, self-reliant integrity, professionalism, organizational skills, interpersonal skills, communication skills, and a strong work ethic.

I would appreciate the opportunity to meet with you at a convenient time to further discuss my qualifications.  Please feel free to contact me at the telephone number or email address above
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Thank you for your consideration.

Kind regards,


Ellen Smith

