Assistant Office Cover Letter

58682 Pouros CourtFrancescostad, NM 89115-9220
Dear Emerson Jast,

Please consider me for the assistant office opportunity. | am including my resume
that lists my qualifications and experience.

In the previous role, | was responsible for the manufacturing department with
prepared raw materials as and when needed in order to ensure continuity of
production.

| reviewed the requirements of the job opening and | believe my candidacy is an
excellent fit for this position. Some of the key requirements that | have extensive

experience with include:

e Interact with students, faculty, and staff in a friendly manner

 Proficiency in PC applications such as Microsoft Outlook, Excel, Word, Access
and PowerPoint

e Previous experience with third party insurance, health related courses,
medical terminology

e Working knowledge of computer systems, photocopier, scanner and fax
machine

e Log incoming checks/mail log

e Check court docket for upcoming dates

e Confirm case evaluation hearing dates

e Route documents to claim repositories

Thank you for your time and consideration.
Sincerely,

Dylan Dicki



