


Jenny Austin
Guest Relation Officer
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 open Guest Relation Officer position at your hotel. After researching your hotel, I am confident that my experience in customer service and hospitality makes me an ideal candidate for this role.
I have seven years of experience in customer service, hospitality, and guest relations. My past positions have included working as a Guest Relations Officer at a five- star resort, where I provided guests with personalized service and hospitality. In addition, I have a strong background in marketing and sales, which I believe would be beneficial to your hotel.
I have an exceptional ability to quickly build relationships with guests and develop trust. I am a calm and collected individual, with a positive attitude and I possess exceptional communication and problem- solving skills. I am able to stay organized and manage multiple tasks without getting overwhelmed.
I am confident that I would be a great addition to your team. I am eager to discuss my qualifications in more detail and would be available for an interview at your earliest convenience. I appreciate your time and consideration and look forward to hearing from you.

Sincerely,

Your Name[image: horizontal line]
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