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4th September 20XX
[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the position of Reservations Agent at your company. With more than four years of experience in the travel industry, I am confident that I am the ideal candidate for the role.
I have a proven track record of success in the customer service and hospitality industries. I have successfully handled customer inquiries, responded to feedback and complaints, and created new customer loyalty programs. My unique combination of customer service skills, industry knowledge, and problem- solving abilities make me a valuable asset to your team.
I also have experience in making and updating reservations. I am familiar with the various reservation systems and software programs used in the tourism industry. I am also proficient in the use of different computer applications, including Microsoft Office suite. I am also familiar with the various policies and regulations related to the reservations process.
In addition to my customer service and reservations experience, I am also highly organized, detail- oriented, and efficient. I have excellent communication skills, both written and verbal. I am willing to work flexible hours, including holidays and weekends.
Please consider my enclosed resume and contact me at your earliest convenience to discuss how I can be a valuable asset to your team. I look forward to hearing from you.

Sincerely,

Your Name
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