


Jenny Austin
Spa 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 position of Spa Receptionist at [Company Name]. As a highly organized and detail- oriented individual, I am confident in my ability to provide exceptional customer service to your guests and ensure that all operational aspects of the spa are running smoothly.
Throughout my career, I have gained valuable experience in customer service, administrative tasks, and operations management. In my current role as Spa Receptionist at [Current Company], I provide top- notch customer service to clients, manage the spa’s operations and inventory, and am responsible for upholding the spa’s customer service standards. I am proud to say that I have a 100% client satisfaction rating and am often praised by management for my customer service skills.
In addition to my previous experience, I possess excellent communication, multitasking, and problem- solving skills. I am also very detail- oriented and am able to prioritize tasks and manage my time effectively.
I am excited by the opportunity to join your team and am confident that I am the ideal candidate for the position. Please feel free to contact me with any questions or to discuss the position in more detail. 
Thank you for your time and consideration. I look forward to hearing from you soon.

Sincerely,

Your Name[image: horizontal line]
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