366 Example 6th Street
Denver, CO 52269
January 14, 2015
Ms.Kelli Doe
Senior Manager
Loews Denver Hotel
523 Opportunity Street
Denver, CO 52236
 
Dear Mr. Doe:

I am writing to apply for the position of Front Desk Agent at Loews Denver Hotel. My hospitality background combined with hands-on experience in customer service makes me an excellent candidate for this position. My skills and capabilities will allow Loews Denver Hotel achieve its customer service goals and maximize revenue.

I have extensive experience in several front desk positions with different organizations and some reputed hotels of Denver. As indicated in the enclosed resume, I am highly skilled in; greeting guests upon arrival, registering them into the system and verifying reservation, address, and credit information. I am also able to accept payment for guests’ accounts, maintain a house bank and make a deposit and exact report of receipts. Besides, I have a demonstrated ability to provide detailed information regarding hotel facilities in addition to answering telephone calls /guest inquiries in a gracious and professional manner. My enclosed resume contains additional details about my qualifications and experience.

I am eager to work for Loews Denver Hotel and would appreciate the opportunity to interview with you at your earliest convenience. I will call you next week to ensure you received my application materials. If you want any additional information, you may contact me on [Contact #] or via email at [Email Address].

Thank you for your consideration. I look forward to speaking with you soon.
 
Sincerely,

(Signature)
Amara White

University System of Georgia
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