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Arizona State University

Employment Services

PO Box 875612

Tempe, AZ 85287-5612

Dear Ms. Jones:

It is with great interest that I submit my resume in application for the position of Administrative Associate in the Graduate College (SR#02056).  The positions I have held in the past six years at ASU have given me many opportunities to develop the skills you require including: strong interpersonal skills; a high degree of public contact, problem solving, decision making, supervision; and the ability to work independently.  I believe this gives me the needed skills to exceed in the Administrative Associate position in your department.  Highlights of my skills include:

Personal Skills:  The office of the University Libraries/Library Services is the focus point for a large range of complaints from a widely diverse campus community.  Daily I apply conflict management skills to handle different situations ranging from irate patrons and security issues to dealing with the faculty and university administrators, who may need immediate but sometimes unavailable answers.

Supervision:  During the reorganization of the University Libraries’ Administration office, I was assigned the coordination and supervision of the front office staff and functions.  The staff consisted of one full time classified staff and three student workers.

Working Independently:  In association with the $+1million remodel of Hayden Library, I successfully coordinated: the space, furnishings, and equipment inventory; the relocation of 12 departments; and the redistribution, sales, and disposal of furnishings and equipment.  I received only general directions from my supervisor while working directly with library department heads, personnel from Planning and Construction, Facilities Management, and off-campus movers.

Problem Solving/Decision Making:  Since the program’s inception two and a half years ago, I have been the program coordinator for the University Libraries Volunteer Program.  This includes chairing the initial committee that developed the program.  I manage intake, monitor rewards and recognition, and coordinate program promotion.  To date this program has generated 1,000-1,500 volunteer hours a year for the library.

Computer/software experience:  I am proficient in WordPerfect 6.1 for Windows and Microsoft Word and have worked on projects using Excel. I am also proficient in the use of:  meeting scheduling, message distribution and other Office Vision functions; the Internet as a means of communication with individuals outside ASU; and downloading documents from floppy disks to Office Vision and vice versa.  Being technically oriented makes me a quick learner of different software packages.  In my present job, I am often called upon to help others help solve PC problems and answer software questions.

I look forward to meeting with you to further discuss how my qualifications meet the needs of this position.  Please contact me at 965-5555 if you have any questions.

Sincerely,

Sally Smith

