Ava Strepto

50-32 31st Avenue #1B

Woodside, NY  11377

(718) 204-2113

(Date)

To whom it may concern,

I am actively seeking an opportunity for enhanced career growth- ideally, a challenge in which my administrative abilities could be utilized to there fullest.   Increasingly responsible experience has enabled me to develop the kinds of experience that I would bring to any position.  One particular characteristic of my work has been the degree of initiative that has been required and that, in fact, I have demonstrated, and my colleagues have continued to recognize my professional skill and facility at meeting organization objectives.

I am a highly organized individual who is able to juggle many different types of tasks simultaneously, as evident in my current position.

For your review, I have enclosed my resume that summarizes both educational qualifications and work experiences to date.

I fully realize that this brief letter can not describe either the range of benefits I would bring to any position or the types of results I would hope to produce.  Therefore, I would greatly appreciate the opportunity of speaking with you personally at your earliest convenience.

Sincerely,

Ava Stepto

