Virginia Etzel


February 11, 2015



RE:	Administrative Assistant


To Whom It May Concern,


[bookmark: _GoBack]In the interest of exploring an employment opportunity with your company, I have attached a copy of my resume for your review. I believe my acquired skills and leadership responsibilities will make me an ideal candidate for this position as an administrative assistant. 

For the past four years, I have been working as a lead Toddler Teacher for Fitzsimons Early Learning Center at Children’s Hospital.  I possess the ability to be organized within my classroom while maintaining a sense of flexibility and positive attitude that has led me to a promotion within my company as a Mentor Teacher.

I am responsible for managing and mentoring four other toddler classrooms.  I maintain the responsibility of proof reading lesson plans and documentation, implementing policies and state regulations as well as guiding teachers with difficult conversations they may have with a current family. 

I also acquire strong MS office skills. I am efficient in creating portfolios, PowerPoint presentations for staff meetings as well as monthly newsletters.  

As a lead Toddler Teacher and Mentor Teacher, my responsibilities in both these capacities have given me the opportunity to coordinate and plan events. I obtained leadership skills by effectively coordinating these events within the 21 classrooms the school fosters by having strong oral and written communication skills. With planning certain events while still teaching, it shows that I have the ability to prioritize my work while still accomplishing given tasks. 

I would appreciate the opportunity to meet with your personally, at your earliest convenience, so that we may discuss the appropriateness of my skills and qualifications for your requirements. Thank you for your consideration. I look forward to hearing and meeting with you soon. 

Sincerely, 

Virginia Etzel  










Virginia Etzel
Phone: 720-849-6270	                   	Email: getzel7@gmail.com





Skills 	Excellent oral and written communication skills	
	Strong organizational skills
	Highly proficient multi-tasker 
	Embody a high presence of professionalism


Employment

05/11 – Present   Fitzsimons Early Learning Center, Aurora, CO – Lead Toddler/Mentor Teacher

· Teach toddlers while preparing them for pre-school
· Mentor and manage teachers in four other classrooms
· Proofread and edit school lesson plans
· Elected to proofread school policy documentation prior to implementation
· Create PowerPoint presentations designed for staff meetings
· Create Newsletters to highlight areas in classroom curriculum
· Stay current on state regulations



11/09 – 02/11    Children’s Choice of Parker, Parker, CO – Toddler Teacher

·  Teach toddlers while preparing them for pre-school 

· Helmed parent teacher conferences with a purpose of monitoring and continuing growth to each child’s development

· Create lesson plans that foster each child’s area of development




Education	     University of Colorado at Denver, General Studies

