To,
Orson Welles
HR Manager
Standard Axis Bank Limited
21 Pool Side Street
Arkansas, South Dakota 3654
Dated: 22nd of June 2011
Subject: Application letter for the position of a bank receptionist
Respected Mr. Welles,
This letter is to bring to your notice that I am interested in being part of a reputed banking organization like yours and would like to apply for the position of a bank receptionist. I believe that I have the abilities and experience required for the particular job position.
I am currently working with ANZ Bank Services as a bank receptionist since last two years. My job duties are acting as a bridge between the customers and the employees of the bank, helping customer with any type of banking query and maintaining documents and dealing with supply management. I have total three years of work experience in the banking industry. I possess excellent interpersonal skills and the ability to understand the need of the customers. I can work under stress and very energetic in nature.
Please find my resume enclosed with this letter that provides detailed information on my educational qualifications, skill sets and experience. Please let me know if any other information is needed from my side. Will be waiting for your positive reply.
Regards,
