


Jenny Austin
Professional 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 role of Receptionist at [Company Name]. I am confident that I possess the necessary skills and experience to be an effective Receptionist and provide excellent customer service.
I have worked as a Receptionist for the past three years and I have gained considerable experience in managing a busy office environment. I have excellent organizational and communication skills and I am highly proficient in using various computer systems. I am able to handle multiple tasks simultaneously while making sure that all customer queries and requests are addressed promptly and professionally.
I am confident that I can make a positive contribution to the team, and I am dedicated to providing the highest level of customer service. I am a quick learner and can easily adapt to new protocols and procedures. My friendly and outgoing personality makes me well suited to the position.
Please find attached my resume for your review. I welcome the opportunity to discuss this role with you further and I look forward to hearing from you.

Sincerely,

Your Name[image: horizontal line]
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