


Jenny Austin
Desk Clerk
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 position of Desk Clerk at [Company Name]. As a detail- oriented hospitality professional with over 10 years of experience in the hospitality industry, I am confident that my skills and experience make me an ideal candidate for the role.
My current position as Desk Clerk at [Hotel] has allowed me to gain invaluable experience dealing with customers. I excel at providing customer service, processing guest check- ins and check- outs, and handling reservations. I can also process payments, answer customer inquiries, and handle any customer complaints or issues that may arise. My excellent communication and problem- solving skills make me an asset to any team.
I am highly organized and efficient, and I am comfortable working with both computer systems and hotel front desk software. I am also familiar with the local attractions in and around [Location], which helps me provide guests with helpful information.
I am confident that I can be a valuable asset to your team and I look forward to discussing how I can contribute to your organization. Please don’t hesitate to contact me at your earliest convenience if you’d like to arrange a time to meet. I have attached my resume for your review.
Thank you for your time and consideration.


Sincerely,

Your Name[image: horizontal line]
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