


Jenny Austin
Desk Attendant
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 to apply for the Desk Attendant position at [Company Name]. As a customer service professional with more than 5 years of experience in the hospitality industry, I am confident that I possess the skills and experience you are looking for in an ideal candidate.
As a Desk Attendant, I have a proven track record of providing excellent customer service and support to guests staying in hotels and resorts. I am highly organized, detail- oriented, and reliable, and I always ensure that the front desk functions smoothly and efficiently. My duties included checking guests in, resolving customer issues, answering questions, and assisting with requests. In addition, I have experience processing payments and handling transactions in a secure and sound manner.
In addition to my experience, I am a professional and personable individual who is passionate about providing the best customer service. I possess excellent interpersonal skills and have the ability to communicate clearly and effectively with guests, team members, and management. I have a passion for creating a pleasant and welcoming environment for guests.
I am confident that I am an ideal candidate for this position and look forward to discussing the opportunity further. Please feel free to contact me at your earliest convenience.
Thank you for your time and consideration.

Sincerely,

Your Name[image: horizontal line]
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