To,

Darwin Walt

HR Manager

Oracle Company

Birmingham

UK

18th Sept 2013
Subject: Front office manager cover letter

Respected Sir,

In reference to the web posting on your website www.oraclejobs.com, I am writing this letter to apply my candidacy for the post of a front office manager. After working for over 3 years at Fortune Enterprises, I believe that I possess a strong professional profile, matching your company’s requirements. Please consider the enclosed resume to have a detailed account about my education, experiences and job skills.

I hold a Bachelor’s Degree in Mass communication and a certificate of BS. Possessing good communication skills and personality, I consider myself as a deserving candidate for the post of a front office manager. I am fully aware about the duties and responsibilities that this job put forwards and I am ready to work independently and vividly to contribute significantly. As a front office manager of your esteemed organisation, I will look after the attendance of the employees, maintenance of registers and financial reports, scheduling meetings for senior managers and officers, tracking a record of leading competitors and will handle such administrative works.
