Matthew Corley IV


5800 Tudor Lane

Rockville, MD 20852

January 7, 2010
To Whom It May Concern:

I am a recent graduate of Oakwood University interested in interviewing for an entry-level position within your firm. 

Academically, my extensive course work in the health care administration department at Oakwood University has provided me an understanding of health care management and hands-on experience in applying learned principles. My course work has prepared me for a career in health care organizations. Recently, I have just completed and internship with Choice Medicine which is a rural health clinic in Alabama. My previous summer work experience as a assistant administrator for the International Partnership for Microbicides, as well as my experience working for Choice Medicine, has provided me with a strong base of communication knowledge and helped me learn how to develop and work on several projects at once, work quickly and efficiently, and further developed my interest in becoming a health care administrator.

I have worked steadily throughout college, gaining valuable experience that equips me to present your firm with advantages others may not offer.

For example, as a Dining Room Captain for a dining room that served 400+ residents a night, I was supervised a different team of servers each night. Through this, I acquired strong leadership and interpersonal skills. I am now able to think quickly in high pressure situations and in those requiring quick assessment of many factors in order to make appropriate decisions. Dealing with the diverse concerns of employees, residents, and my supervisors, I have become adept at operating with the proper mix of authority, diplomacy, and tact.

While working in throughout college, I achieved a 3.20 cumulative grade-point average. My major, health care administration provided me with a thorough foundation in principles that affect health care organizations every day.

I would welcome the chance to discuss openings at your firm. If you will contact me at (240) 793-4856, we can schedule a meeting.

Thank you for your consideration.

Sincerely,

Matthew Corley IV



Matthew Corley IV

      matthew.corleyiv@hotmail.com· (240) 793-4856                                                                                                       Address

5800 Tudor Lane Rockville, MD 20852
EDUCATION


Oakwood University· Huntsville, AL
        

Spring 2010 Candidate for Bachelor of Business Administration· Major: Health Care- Administration                              Minor: Management

Current Cumulative GPA: 3.20/4.0

GPA in major: 3.3/4.0
2005 Graduate of Takoma Academy· Takoma Park, MD

WORK HISTORY

Young Black Entrepreneur Productions (8/2008-present, Huntsville, AL)

Positions: Co-Founder and Secretary

· Founder of club dedicated to providing Oakwood business students the platform to create, promote, and execute on-campus events.
· Recognized by Oakwood University Student Activities as an official on-campus organization.
· Organized and hosted Oakwood’s 1st annual King of the Court One on One Basketball Tournament.
Choice Medicine (10/2009 – 12/2009, Huntsville, AL)       

Position: Intern

· Developed the knowledge, skills, and abilities that it takes to be an Administrator in the field of healthcare.
· Appraised the operational & resource responsibilities of today’s healthcare administrators and the utility of products and services offered by healthcare organizations.
· Examined provider organizations & settings through which healthcare services are offered and to grasp the concept of how the US Health Care system is evaluated & regulated.
· Examined the complexities of the current Health Care system based on historical development, financing fragmentation, and regulatory auspices.
· Assessed the rationale for a healthcare system oriented to chronic care and analyze the various ethical & legal issues prevalent in healthcare today.
Frost R esidence (8/2006 – 12/2009, Huntsville, AL)       

Position: House Manager
· Clean and manage the Frost residence, helping to prepare and cook food for the household and performing odd jobs and maintenance, as required. 
A&M Rehab Medical Services, L.L.C. (5/2009- 8/2009, Washington, DC)

Position: Paraprofessional 
· Worked with an assigned student in a one-to-one relationship providing the additional structure, supervision, and instruction to assist the teacher in achieving the goals and objectives of the student's Individual Education Plan (IEP). 
· Worked independently within the guidelines and direction of the supervising teacher. 
· Provides educational support and behavior management; documents student progress; and serves as an escort to students during school program activities. 
· Assists teacher with other students as needed.
International Partnership for MICROBICIDES (5/2008- 12/2008, Silver Spring, MD)

Position: Administrative Assistant

· Type correspondence, fax documents, make copies, answer the phone and greet visitors, perform data-entry, handle incoming and outgoing mail, and file. 
City of Gaithersburg (6/2006 – 1/2008, Gaithersburg, MD) 
Position: Mainstream Companion
· Worked with autistic children, helping with their adaptation to social situations and their ability to learn how to participate in various summer camp activities. 

North Bethesda Marriott Hotel and Conference CENTER (6/2005 – 9/2005, Bethesda, MD)
Position: Banquet Server
· Set up and served food to patrons of the hotel during special events. 
Riderwood Village (7/2002 – 1/2005, Silver spring, MD) 

Position: Dining Room Captain

· Supervised a team of servers in the restaurant, audited nightly paperwork, closed down the restaurant, having been promoted from bussing and kitchen preparation to server, and then to Maitre d’Hotel. 
LEADERSHIP & EXTRACURRICULAR ACTIVITIES

· Member of Oakwood University Chapter of Phi Beta Lambda Business Fraternity

· Participated in and planned Phi Beta Lambda’s 2007 Breast Cancer Awareness Benefit Concert 

· Volunteered in 2004 at the National Institute of Health in Bethesda, MD
· Participant in Oakwood College’s Intramural Basketball League
· Participated in a canned food drive with Phi Beta Lambda Business Fraternity
