


Jenny Austin
Assistant Front Office Manager
123 Your Street, Your City, ST 12345, (123) 456-7890, email@example.com[image: horizontal line]
4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing in response to your recent advertisement for an Assistant Front Office Manager at [Hotel]. With my extensive experience in the hospitality industry, I am confident that I have the skills and qualifications to take on this role.
My current position as [Current Position] has provided me with the opportunity to hone my customer service skills, work with high- end clientele, and develop a deep understanding of the ins and outs of running a successful hotel. I am comfortable managing teams and leading by example, and I have a passion for exceeding customer expectations.
In addition to my management experience, I have a record of success in developing and implementing operational strategies to increase operational efficiency. I am well- versed in the latest technologies and trends in the hospitality industry, and I understand the importance of staying up- to- date on the latest standards and regulations.
I believe I would be an exceptional candidate for this position, as I have the necessary experience, skill set, and knowledge to help you meet your goals. I am eager to learn more about this opportunity and look forward to speaking with you soon.
Thank you for your time and consideration.
Your Name
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