Steven Lopes
4589 Hanifan Lane
Powder Springs, GA 30373
(123)-235-5114
[email]

Sep 3, 2010

Ms. Edith Allen
Advanced Technology Systems Inc
2439 Lincoln Drive
Leola, PA 17540

Dear Ms. Allen,

I am submitting the attached documents for your consideration to apply for the HR Administrator position at your company. I know that my vast experience working in human resource related positions and other administrative areas would make me a valuable asset to this company and my skills would be beneficial to Advanced Technology Systems Inc.

The following is a short summary of my skills and experience which can be found in depth on my attached resume:
•I have experience with crafting accurate job descriptions.
•I am skilled at arranging work schedules and defining priorities.
•I have been successful in screening resumes and job descriptions and have vast experience in conducting background checks.
•I have attended classes in understanding labor laws and contractual language.
•I have experience in documentation processes as well as a good understanding of record retention.

I know that an HR Administrator needs excellent personal relationship communication skills. For this reason, I know that my background and experience would make me a qualified candidate for the position at Advanced Technology Systems Inc.

I would like to set up a meeting in order to further discuss our mutual needs. I can be reached at (123)-235-5114 or emailed at [email]

Sincerely,

Steven Lopes
