Elizabeth Jones
92 Example Street
San Diego, CA 60783
(100) 001-2588
elizabeth @ email . com
November 11, 2016
Mr. John Smith
Hospital Administrator
Apria Healthcare
325 Some South Street
San Diego, CA 65217
 
Dear Mr. Smith:
As a dedicated front desk professional with 8-plus-year verifiable track record, I am applying for Receptionist position at Apria Healthcare. Utilizing my ability to provide exemplary reception services and efficiently perform secretarial tasks, I would be able to exceed your expectations.
Over 9 years, I have developed exceptional skills in performing all kinds of reception tasks such as greeting and directing visitors, providing them with relevant information and answering telephone and walk-in inquiries. I have a demonstrated ability to check visitors in, schedule appointments and meetings, maintain calendars , make travel arrangements, manage forms and maintain office records.
Customer Service, PABX management and cash handling are areas where I excel. I am also able to perform data entry and general record-keeping duties. My enclosed resume details my talents and skills.
I believe my potential will make succeed in the position of Receptionist and would welcome the chance to meet with you to discuss this in detail. I will contact your office next week to inquire whether you need any additional information. In the interim, I can be reached on my cell phone at (100) 001-2588.
Thank you for your time and consideration. I look forward to meeting with you in the near future.
 
Sincerely,
(Signature)
Elizabeth Jones
Enc. Resume

