January 2, 2016
Mr. Jason Crane
HR Manager
The Bank of America
870 Rochester Blvd
Bristol, CT 65003

Dear Mr. Crane:
Your advertisement for Bank Teller position piqued my interest since your job description complements my qualifications and skills. Described by my previous employers as a mindful, alert and accurate professional gifted with courteous public dealing and strong interpersonal skills, I strongly believe I am the right candidate for this position.
Performing all kinds of banking transactions including account withdrawals and deposits while maintaining positive customer relations is my expertise. For the past 4 years, I have consistently proven my ability to conduct proper trial balancing of the allotted cash drawer with utmost precision and accuracy.
Some highlights of my professional qualifications:
● Extensive experience in cash handling, record keeping and cash drawer balancing
● Known for providing detailed information to customers regarding bank services
● Adept at balancing Auto Teller Machines, Teller Cash Dispensers and Teller Cash Recyclers
● Special talent for guiding the clients efficiently based on their financial needs
An opportunity of meeting to discuss your requirements and my talents in detail will be highly appreciated. I will call your office after 6 days to check your availability to suit the purpose. In case you need to speak earlier, please feel free to contact me at (003) 555-6664.
Thank you for your time and consideration. I look forward to speaking with you soon.

Sincerely,
(Signature)
Richard Sharp
Attached: Resume

