Tamika N. Marine
2020 Mifflin Street
Philadelphia, PA 19145
267-584-2430
Tmarine529@gmail.com





Dear Employer:

If you are looking to hire someone who is reliable, organized, hardworking, and adaptable, then I am your candidate. 

I have previous experience in Administrative Assistant/Accounting. My responsibilities included dealing with different vendors, customer, billing and CEO’s. Also, solving customer’s problems, producing the end of the day proof and training new employees.

[bookmark: _GoBack]I also reconcile, managed bank accounts, data entry, created spread sheets for various accounts. Completed files for State Audits, Private audits and Internal Audits as well.

I welcome this opportunity to further discuss my qualifications with you, as I know that my skills and work experience would be an asset to your company. You can contact me at anytime.

Thank you for your time and consideration.

Sincerely,


Tamika N. Marine

Enclosure: Resume 
Salary: Negotiable 
