Team Coordinator Cover Letter

78757 Rudolf TerraceBebemouth, OK 66426-6891
Dear Tyler Kertzmann,

In response to your job posting for team coordinator, | am including this letter and
my resume for your review.

Previously, | was responsible for accurate reporting on third-party ticket sales and
make recommendations as needed regarding managing inventory and adjusting
sales timelines.

Please consider my qualifications and experience:

e An understanding of the importance of confidentiality at all times

o Able to deal with external and internal people at a variety of levels

» Self-starter and proactive to find solutions

e As a busy and growing global team, we have a wide range of administration
and co-ordination needs including diary and travel management for the
Editorial leadership team, overseeing bookings for the studio

e Forklift/PIT certification preferred

e Requires the operation of powered lift trucks and/or floor sweepers if
operationally necessary

e Act as the welcoming face of Costa Express, managing the reception desk

e Support the executive and HR team with administrative tasks

Thank you for your time and consideration.
Sincerely,

Blake Marks



