Nae’Emah T. Johnson
                                      Administrative/Customer Service/Management



Dear Sir/Madame:

[bookmark: _GoBack]I have over ten years of administrative experience with office management experience.  I have a diverse occupational background working in corporate, healthcare, and hospitality settings. Working in these different settings has allowed me to hone my customer service skills and build confidence working independently as well as with a team. 
In my most current position, I specialize in compliance in the human resources department of a reputable staffing company which staffs for behavioral and allied health positions.  In the past I have also managed the daily office operations of a modest HVAC company, performing duties such as billing/collections, scheduling/dispatching, and document management, among other things. Over the years I have become accustomed to working in fast-paced environments and handling multiple tasks at once. Through my job experience I have acquired exceptional interpersonal and communication skills, great attention to detail, and a strong work ethic. If you are seeking a qualified and productive individual who is looking for an opportunity to learn and grow, then I am the right fit for your company.
	My desired salary is $40,000-$50,000 annually, depending on duties and requirements.  I am enthusiastic about exploring opportunities with your company. Thank you for your time and consideration.


Nae’Emah T.  Johnson


