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Zabi Mohammed	
6316 N. Mozart St.	
Chicago IL 60659
04/05/16
To hiring manager,

[bookmark: _GoBack]I received information about hiring at student computing services here at NEIU and intend to work as a lab assistant employee. I’m an undergraduate junior at NEIU pursuing bachelors in finance. I have much experience in office work, labor and customer service jobs. I have worked at the office of student affairs at NEIU, at a gas station as a clerk, and as a Wal-Mart associate, and in patient care and transportation. 
I have learned much throughout my jobs and many will benefit me and SCS if employed. Some skills include:
✔ Using office equipment, including computers, fax machines and photocopiers
✔ Managing schedules and calendars, including arranging and updating appointments
✔ Answering and forwarding telephone calls
✔ Updating and maintaining office files, records, correspondence, and database systems
✔ Handling Cash on a daily basis
Thank you for your consideration.
Sincerely,
Zabi Mohammed


