


Jenny Austin
Front Desk Coordinator
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 express my interest in the position of Front Desk Coordinator at [Company Name]. I believe my extensive experience in customer service, organizational skills, and problem- solving abilities make me a great fit for this role.
I have worked in customer service for the past five years, most recently as a front desk coordinator for a large hotel. My responsibilities included greeting guests upon arrival, answering phone calls, scheduling appointments, and resolving customer inquiries and complaints. I worked efficiently and effectively under pressure, always striving to provide the best customer service possible. Additionally, I was responsible for handling cash management, which included issuing receipts and tracking payments.
I am also highly organized and have the ability to multitask and prioritize effectively. During my time at the hotel, I was often called upon to handle a variety of tasks at the same time. I worked efficiently and maintained a professional demeanor, even when faced with difficult clients.
My experience as a front desk coordinator has provided me with the skills necessary to excel in this position. I am confident that I can bring a great deal of enthusiasm and dedication to [Company Name]. I look forward to discussing this position with you in more detail.

Sincerely,

Your Name[image: horizontal line]
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