Clara Middleton

Wallingford, PA 19806 | 484-735-5181 | cecemiddleton9@yahoo.com


CORA Services 

8540 Verree Road, 
Philadelphia, PA 19111

Hiring Manager: 

The purpose of this letter is to express my interest in the open position of Human Resources Generalist with CORA Services displayed on your organization’s website. I am a Human Resources Professional with a Master of Science Degree in Business Management and Human Resources Management and I am confident that my experience and skill set would be a great match for this position. 

I have a strong knowledge of Human Resource principles, backed by experience in law and ethics, training and development, employee benefits, workers compensation, onboarding and administrative support.  All of which I have gained through education training and field experience. In my previous position, I managed the employee filing, database system and onboarding process of over 1500 employees. In my current position I am the youngest administrator in the upper management office, managing 300 employees across 30 satellite offices in varying degrees. The needs I address on a daily include but are not limited to -employee medical and pension benefits, employee relations questions, supervisor advisement on addressing subordinates, weekly CEO reporting and working to minimize unemployment disputes-. I have assisted with rewriting policy and have been called to meetings to discuss employee turnover and retention strategies. 

In addition to my Human Resources background I have undergraduate experience in the field of Human Services previously specializing as in investigator with Child and Family Services. I feel that this correlation accompanied with my experience, skill set, and highly driven work ethic would make me an excellent candidate for this position and an asset to your organization. Please contact me at the above number to schedule an interview at your convenience. I appreciate your consideration and look forward to interviewing with you. 

										Sincerely, 




										Clara Middleton, MS

