To,
Mr. David Clarke
Recruitment Manager,
ABC Group of Companies,
76, Park Avenue,
Montville.
Date: 7thJuly, 20XX
Dear Mr. Clarke,
Subject: Sales Assistant Cover Letter
I am writing this letter in response to your advertisement, dated 5thJuly, 20XX in a local daily, for the job of Sales Assistant. With confidence I assure you that I am best fit for the position and am sure that I will be a successful addition to the store. My detailed CV and copies of my certificates and qualifications has been attached herewith for your perusal and consideration.
My past experience includes two years of service at the renowned XYZ Companies where I displayed extraordinary virtuosity in the assigned field. I have adequate experience in storing and laying out stock, updating files, managing cash and debit/credit transactions. Being a passionate hard-working staff, I am good at decision making and promote and uplift team spirit. I also possess excellent communication skills in manifold languages which include English, Spanish and French. Moreover, my persuasive skills are at its best and I possess the ability to communicate with customers in an informative yet friendly manner. I am flexible with working patterns and am interested in touring.
I am keen to relocate my exceptional interpersonal and customer service skills to your organization’s sector and am determined in employing my skills at your service. I look forward to be given an opportunity to discuss with you regarding the issue in person. Meanwhile, I am obliged that you have considered going through my application and would like to thank you for the same.
Sincerely,


