Jennifer L. Coffey
27 N. 12th Ave
Brighton, Colorado 80601
Shadowymist82@aol.com
Cell phone:  (720)327-6171     Work:  N/A
 
To Whom it May Concern,
 
My name is Jennifer Coffey and I have decided to apply for this position  for many reasons.  My main reasoning is because I have strong skills that will not only benefit me in this job, but the company as well too. I have attached my resume’ along with this cover to better outline and prove that I have the qualified skills for this position.  I have spent many hours and months searching for the right job and I loved this because of the work/life balance it gives along with helping me better others along with myself.  For as long as I can remember, I've always had a passion for others and I believe that working with the community is the best way to apply those desires. 

[bookmark: _GoBack]I believe that I have a lot to offer not only to the hospital.    For starters, I have great customer service and people skills due to working in retail.  In the three years that I have worked at Walmart, it has taught me to problem solve and work independently better than I ever have in the past.  It also has helped me experience team work.  It has also given me opportunities to experience a variety of different groups of people whether it be on the sales floor or in by phone. I currently work with Republic Parking at the hospital and have for the past two years.  Through my work I have encountered a lot of different patients with different medical problems and have learned how to cope with those.  The work is very rewarding and has given me a lot of experience with customers and different temperaments as well as emergency situations.  I believe in “Treat patients as you would your own family” and would apply that to this job if selected.  For example I wouldn’t want to see my grandmother hurting or sad so I try to help that person feel better the way I would a family member and just listen to their concerns.  I have learned to treat the patients as my own family and care very deeply for them. I put myself in their shoes and help them find a solution to their issue.  I also practice the ten foot rule so I always know when someone is in need in help without being told.   I believe that with my skills it opens a wide range of opportunity and growth for myself down the road as well as the the hospital.  Also due to some typing classes I took in the past and helping with my Dad's business, I learned how to type very well and can type 60-90 words a minute efficiently and accurately which I am more than happy to prove in a typing test if required and it will help me in this career as well when it comes to typing information which in turn will help me meet deadlines at a reasonable time.  I'm honest, hard working, and follow instructions very well.  I also take my job seriously and make sure to hit all dead lines given on projects to the best of my ability.  Most importantly I'm flexible and adaptable which makes doing the job easy for both me and the employer.  From helping my dad, to retail and working in in the hospital, I have learned good phone etiquette and have been told that I have a great phone voice.  Even if I don't have all the skills needed I’m willing to learn. When I’m at work I focus on work and nothing else.  With a lot of people it's hard to keep work at work and home at home, but I have taught myself over the years that when I'm in work, I concentrate on work and  only work and leave at home where it should be.  I am good at concentrating and am a fast learner so I am willing to learn any in order to help me do the job better.  All I ask is for the chance to prove myself to you, the hospital and community,  I promise you won't regret it and neither will I :)
 
I'd like to end this letter, by thanking you for your time and taking the time to read this and consider me for this position and look forward to hearing from you soon.  I will be sure to follow up as often as possible through e-mail or any phone number you may give me to reach you at, or through fax.
 
Respectfully yours,
Jennifer L. Coffey
 
 
 
RESUME'
 
Contact Information:
 
· Name:
Jennifer L. Coffey
 
· Phone:
              (720)327-6171
 
· E-mail:
              Shadowymist82@aol.com
 
 
Job Objective:
My job objective is to secure a position in an office performing clerical, receptionist, and/or secretarial duties.  I believe that my typing, computer and organizational skills qualify me for this type of work.
 
 
Desired Occupations:
· Data Entry
· Clerical
· Receptionist
· Secretary
 
 
Employment History:
1.       Employer:
   Republic Parking Systems
   Phone:
   (303)659-1560
   Address:
   1635 Aurora Ct
  Aurora Colorado 
  Title:
  Patient Ambassador
  Duration:
  01/18/2011-Present
  Job Duties:
 I assist patients as needed around the hospital.  Help notify transportation as needed for those patients.    Occasionally help direct traffic when needed and make sure nobody is illegally parked in parking lots.
Reason For Leaving:
I’m looking to expand my horizons and grow as well as help others.

2.  Employer:
    Walmart Supercenter  #1659
     Address:
     60 W Bromley Ln
     Brighton, CO 80601
     Title:
     Overnight stocking Associate
      Phone:
      (303)659-1560
      Duration:
      10/20/2007-10/16/2009
       Job Duties:
        I made sure that merchandise was stocked both accurately and efficantly. I also checked dates on consumables to make sure they weren't expired or spoiled, occasionally brought in shopping carts when needed, helped run the back room when needed, checked merchandise for dents and shelves for stolen merchandise, filled out claims slips for items that were damaged or tampered with, made cardboard bails when needed, made everything in assigned department neat and organized for customers the next day and checked for safety hazards in the store. I also provided customer service as needed while out on the sales floor and answered any questions customers had to the best of my ability.
       
     
3.   Employer:
      Kim Geist
      Phone:
      (303)654-8593
       Address:
       390 Aspen Drive
       Brighton, Colorado 80601
       Title:
       Babysitter/childcare provider
 
Duration:
10/2005-07/2006
 
Job Duties:
I provided childcare for her oldest daughter while she was working.  My duties involved, providing childcare which included, providing meals such as breakfasts, lunches, and dinners depending on the hours that Kim worked.  I helped with potty training and made sure that her daughter had recreational activities such as going to the park to be around other children her age or walks depending on the weather forecast for that day.  I also made sure that she had learning activities and time to play.
 
  
 
Reason for Leaving: 
Kimberly decided to take some time off to spend with her daughter and when she discovered that she had another child on the way, she decided it best for her and her unborn child to take it easy for a while due to her pregnancy.  She also wanted to obtain a job with more hours to better accommodate her family.
 
4.  Employer:
     Cecilia Kraft
 
     Phone:
    (303)659-2105
 
     Address:
     306 S. 22nd Ave
     Brighton, Colorado 80601
 
Title:
Companion/non-medical caregiver
 
Duration:
12/2004-3/2005
 
Job Duties:
My job duties included, but weren't limited to doing minor household chores such as taking out the trash, making the beds, organizing household items, staying nights and acting as a companion for Mrs. Kraft.  It was necessary to monitor her closely and if I detected any problems, I would call for medical help and notify appropriate family members.
 
Reason for Leaving:
Mrs. Kraft moved to an assisted living facility
 
 
5.       Employer:
   Safeway
Phone:
(303)659-6461
Address:
Safeway
1605 Bridge Street
Brighton, Colorado 80601
Job Title:
Courtesy Clerk/Bagger
 
Duration:
10/1999-5/2000
Job Duties:
My job duties included assisting the cashiers with the bagging of all groceries, maintaining the store, which included sweeping and mopping the main floor and the bathroom floors, restocking bathroom supplies as needed, cleaning toilets, sinks, check stands, dumping trash, performing price checks as needed, checking grocery stock to make sure cans were not dented and packages were unopened.  I also assisted customers by transporting and loading groceries into their vehicles and made sure that the parking lot was free of trash and loose carts.
Reason for Leaving:
I went to Germany with my high school german class and upon arriveing, decided to concentrate more on my studies so in order to make time to do that I have to quit that job to make more time for that while I occasionally helped my dad's office as needed.
 
 
6.  Employer:
    Leo's Roadside Service
    Phone:
    (303)241-9141
    Address:
    Leo's Roadside Service
    13770 Hwy 76th
    Brighton, Colorado 80603
    Job Title: 
     Office Assistant/Office assistant
     Duration: 
    I worked as needed over a three year period.
                       
           Job Duties:
I answered phones, kept the office organized and clean, filed (numerical and alphabetical filing   system) and typed. 
Reason for Leaving:
I answered multi lined phones, kept the office organized and clean, filed (numerical and alphabetical filing system) and typed.  I also sent faxes on occasions, dispatched mechanics to location of clients, data entry, etc…
 
 
Skills and Abilities:
·        I have a high school diploma. 
·        I am organized, neat and eager to learn new job duties
·        I am a good listener and follow instructions carefully
·        I am willing to accept new responsibility and will work overtime if required
·        I'm adaptable
·        Hard working
·        I speak, read, and write the English language proficiently
·        I type 60-90 words a minute
·        I use Microsoft and the internet routinely
·        As a result of my janitorial duties and housekeeping responsibilities, I have experience using a variety of cleaning chemicals in a safe manner
·        I also have great customer service skills and experience around a variety of different people due to my current and past jobs
·        I have three years experience in customer service which has helped me to adapt well to different behaviors and people
 
 
References:
·      1. (Long Time Friends) Jenell and Byron McElhinney:  (303)659-6402
·      2.  (Long Time Friends) Ray and Judy Over:  (303)659-6402
·      3.  (Childhood friend)  Jenny Over:  (303)332-6640
·      4. (Long Time Friends) Larry and Terri Michael:  (303)437-7086
·      5.  (Long Time Friend) Crystal Ryan:  (303)668-4380
·      6.  (Childhood Friend) Stefani Jones:  303 289 8592
·      7.  (Friend) Hope Helm:  720-402-9426
       8.  (Co Worker) Emily Johnson:  720-329-4728
       9. (Co worker) Julie Dickman 303-717-6242
       10.  (Co worker) Nancy Atteberry 720-620-5455
       11. (Supervisor) Sara Higgins (720-280-2600
                                      

