Good afternoon, 
I would like to formally apply to the position of ____ as advertised on Indeed. I am currently out of state, but will be on the west coast and available to start working by mid-May 2020.

While I hold a BS in Hospitality and Tourism Management, it would be inaccurate to say that is the extent of my skills and experience. I have experience with both Mac and Microsoft programs, MS Office and Google Suite, and various hospitality-related programs. Additionally, I have proven time and time again my ability to pick up new programs, ideas, and technologies quickly and accurately—my current job with South Carolina’s Disability Determination Services required I learn an entirely new DOS-based system with all the acronyms, shortcuts, and processes that come along with it. My two duties of Technical Review and Support Staff require me to be able to manage my time without any direction from superiors, and stay organized in an office full of similar-looking paperwork. As Support Staff, I keep on top of miscellaneous office administrative work and respond to calls on disability case inquiries. As Technical Review Specialist, I keep up with an ever-changing load of completed cases to comb through, edit for grammar and accuracy, and forward to Social Security. What is usually a months-long learning process took me only 2-3 weeks feel comfortable with.

Much of my work experience is directly within the Hospitality industry, which is work I do enjoy and can do very well. I minored in Event Management, my main interest in the industry, but as with my current job, I am very capable without my degree backing me up. I have experience from my previous jobs with office management, grammatical editing, fact-checking, researching procedures, copy writing, and much more. I consider myself a creative person with an analytical mind, and therefore have many places I would fit into a work environment. 
While I am applying for this specific position, I would be very open to discussing others that I may be a better fit for in this company. As mentioned before, I will be available to start any time after about mid-May. I look forward to hearing from you about this, or any other available positions within your company!

Thank you for the consideration, 

Anna Skillin

annaskillin@gmail.com


(805) 707-5576

