Amanda James
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com
Dear Mr. Griffith,

I am writing to apply for the Hotel Front Office Manager position with Maxwell Inn. I am a service professional with over a decade of experience in the hospitality industry. I am currently employed as Hotel Front Office Manager with Maxim Hotel where I conduct numerous duties such as managing front office personnel developing schedules ordering supplies monitoring inventories and assisting guests. I have a great deal of supervisory experience and am comfortable managing a large staff.

My communication and organizational skills are first-rate as I am able to multi-task and value keeping staff informed. I am a consummate service professional and always work to accommodate the needs of hotel guests. I have been told that one of my greatest assets is my gift for conflict management.

I would very much enjoy the opportunity to put my expertise to work in running a smooth office environment as the Hotel Front Officer Manager with Maxwell Inn.I have no doubt you will find my credentials and experience to be top-notch. Please contact me soon to arrange an in-person meeting. I look forward to speaking with you and thank you so much for your time.

Sincerely,

Amanda James

