


Jenny Austin
Desk Receptionist
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 Receptionist position at [Company Name]. With over [number] years of experience in customer service and administrative roles, I believe I am a natural fit for your organization.

As a Desk Receptionist, I am skilled in providing excellent customer service and resolving customer inquiries quickly and efficiently. I am highly organized and possess a keen eye for detail. I am also an excellent problem- solver and I work well independently and as part of a team. My experience in the customer service and administrative fields has taught me how to remain calm under pressure and handle challenging situations with tact and courtesy.
In my current role as a Desk Receptionist at [Company Name], I am responsible for providing front desk services, including customer service, bookkeeping, filing, and scheduling. I also have experience in providing general administrative support to departments and staff members.
My skill set and experience make me an ideal candidate for the Desk Receptionist role at [Company Name]. I am confident that I can provide excellent customer service, administrative support, and problem- solving skills to the organization.
I thank you for your time and consideration. I look forward to the opportunity of speaking with you further about my qualifications for this position.
Thank you for your time and consideration.

Sincerely,

Your Name[image: horizontal line]
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