Sydney Coleman

1 Main Street, New Cityland, CA 91010
Home: (555) 322-7337 Cell(555) 322-7337

example-email@example.com

September 09, 2014

Yancy Penske
North Elm Elementary School

81 Roundabout Circle

Ridge,CA96666

(555) 290-2992

yancy@nees-example.com

RE: 9/8/14 ad for a School Administrative Assistant

Dear Mr. Penske,

As a highly skilled School Administrative Assistant, I read your posting for a new school office worker with interest. My experience aligns well with the qualifications you are seeking at North Elm Elementary School, and I am certain I would make a valuable addition to your organization.

With more than 11 years' experience as a School Administrative Assistant, I am very good with children and at keeping the office organized and running smoothly. Moreover, while my on-the-job experience has afforded me a well-rounded skill set, including first-rate computer and phone skills.
· Perform administrative duties such as filing, photocopying, etc.

· Answer telephones and transfer calls to the correct departments.

· Help take care of children who come to the office.

· Greet visitors; sign for and distribute packages/deliveries and mail.
In addition to my experience and personal qualities, I have a passion for making a school the best it can be. I am extremely enthusiastic about North Elm Elementary's focus on educating the whole child and would welcome the opportunity to contribute to your lovely establishment.

Please review my attached resume for additional details regarding my expertise and career achievements. I will follow up to request an appointment to discuss how my experience and background meets your needs.

Thank you for your time and consideration.

Sincerely,

Sydney Coleman

