
Mia M. Graves

222 E. Claremont Rd.

Philadelphia, Pa 19120

 (267)231-9053

Mia.graves215@gmail.com

To Whom It May Concern:

            I am sending this letter as an attachment with hopeful intent, that you will review my resume and consider me for a position within your organization.I am seeking a full time position, where my broad skills and extensive background will be of a mutual benefit.

             I am a motivated, self- starter, who is a goal oriented person with proven abilities. I am highly competent in the overall management of a professional office. I have flourished in my work in the areas of administration and human resources. I am extremely organized, professional,  and proficient in most software products. My experience and education combined makes me a great candidate for your open position.


I would the opportunity appreciate to further discuss this position, along with my skills and qualifications.

Thank You,

Mia M. Graves


