Receptionist Job Application Letter

To

Sarath Chandra,

Recruitment Manager,

Hotel Intercontinental Ltd.,

Bangalore

24thSeptember, 2013

Subject: Receptionist Application Letter

Dear Mr. Chandra,

I am Suzzane Wilson working in Hotel Jaya international, Bangalore for the past three years. Prior to this I worked with Ramson group of hotels for a period of two years.

I came to know through Nisha Agarwal, working as a Computer Operator in your company, about the vacancy of a receptionist. I am interested to apply for this post.

I have a graduate degree in commerce and a diploma in management. Along with academics, I have been closely associated with several extracurricular activities as well. Because of my experience in the hospitality industry I am well versed with the rules and regulations of this industry.

I hope my educational qualification and experience are suitable for the receptionist post. Your company has a reputation in the industry and I want to a part of this esteemed organization.

If my profile is suitable for your requirements, please send me an email or call me on the telephone number mentioned in my resume. I am sending all certificates along with the resume for your perusal.

Looking forward to hear from you,

Yours Sincerely,

Suzzane Wilson
