                                               Margarita Batts
                                
                                         Philadelphia, Pennsylvania 19115
                                      267-475-3549 ritabatts@hotmail.com


03/04/2019

 

To: CORA Services


Dear Hiring Manager:

I am writing in order to express my interest in your Administrative Assistant position. Based on my understanding of the position, I believe that my academic accomplishments, interpersonal skills and previous career experience would be a valuable match for your organization. 

As you review my resume, you will notice that I have a considerable amount of clerical experience which I have gained over the years while serving in such key positions as an Accounting Manager, an Administrative Assistant, a Tax Professional, as well as a Receptionist.

Over the years my duties and responsibilities have included the following: streamlining front office operations, overseeing and personally directing the daily operations of Accounts Receivable/Accounts Payable employees, managing accounting services (including payroll and time clock systems). By utilizing my personal and professional experience, I have been able to guide and assist fellow employees. 

If you have any questions, please feel free to call or email me anytime.


I appreciate your taking the time to review my resume. 



Sincerely,

Margarita Batts
Email: ritabatts@hotmail.com
Cell Phone: 267-475-3549

