Dear Customer Service Manager:
My name is Maria Hernandez and I am a customer service representative at XYZ Luxury Hotel. I have been working for XYZ for 3 years and my chief responsibility is to answer the phone and book hotel reservations for guests. I also assist in organizing private parties for guests as well as banquets, exhibits or other events for professional groups. I greatly enjoy working with the guests that stay at XYZ and it is my goal to help arrange special accommodations for them that will make their stay extraordinary.
Although I like my position at XYZ, I feel it is time to move to the next level in my career and that is why I am seeking a position with ABC Resorts, Inc. I find ABC to be an attractive job prospect because there are so many more amenities that can be offered to guests in a resort setting as opposed to a city hotel. I am even able to relocate to another ABC resort location as I am not tied down to XYZ City. I covet the experience of being trained on all ABC offerings for guests and facing the challenge of helping to make each guest’s stay a memorable time in their lives. I find great joy in making guests happy.
I have an Associate’s Degree in Public Relations and can go on to complete my Bachelor’s Degree if that is a requirement. While working at XYZ I took some additional courses and an exam and received a certification from the International Customer Service Association (ICSA). In addition, I am fluent in Spanish. I always welcome the opportunity to learn more about my job and another one of the things that attracts me to ABC Resorts is the quarterly “training plus” program that helps ABC customer service representatives hone their skills.
Attached to this letter is my resume along with copies of some letters and emails guests have sent to my supervisor regarding my work for them. I hope you will afford me the opportunity to work for your fine organization. If you have questions or want to schedule an interview I can be reached at 555-555-5555 or via email at [email]
Sincerely,
Maria Hernandez
