
KATELYN MORANO
8019 FERNDALE STREET, PHILADELPHIA, PA 19111
C: 2158402460 | kmorano@holyfamily.edu
Dear Hiring Manager,

I have eight months of administrative experience in a fast paced HVAC company where I performed a variety of tasks to keep the office running smoothly. Even though this position would be a bit of a role change for me, I believe that I would adapt quickly and efficiently to meet every responsibility required. Previously, I held a six year career in retail and customer service, and pride myself on being friendly, helpful, and professional in any situation I encounter.
 
I'm an extremely driven individual with skills in communication, management, customer service,
and maintaining a fast and efficient office. As a dedicated team player, I consistently perform above
expectations.
[bookmark: _GoBack]I believe that my skills and experience, high level of motivation, and positive attitude will serve me well in
this position. I have attached my resume for your review, and look forward to hearing back from you soon.
Sincerely,

Katelyn Morano 
