Hotel Administrative Assistant Cover Letter Sample
 

Tanya Robertson
11 Billboard Street
Conyers, GA 12321
(000) 142-7474
Tanya @ email . com

April 29, 2016

Mr. Jake Long
Human Resource Manager
The Regency
624 Rockville Road
Conyers, GA 80889

 

Dear Mr. Long:

The hospitality industry runs on two main rocks, which include organization and guest satisfaction. As an energetic individual who is an ace at ensuring both, I am positive that my profile as an administrative assistant with experience in a hospitality setting will interest you immensely.

Following are some of my achievements during the previous 5 years:

• Reorganized the hotel inventory system, resulting in a 57% increase in efficiency of supplies storage
• Successfully catered to 500 guests checking in on one day, without a single untoward incident transpiring
• Suggested acquiring services of a local vehicle services company, decreasing the cost of guest travel arrangements by a staggering 75%

Affectionately coined as the “eager beaver” of The Hyatt, I have been known to go the extra mile to make things work out, both in the facility’s favor and that of guests. This eagerness to do things in an organized manner is what led to an increase in yearly bonuses and additional benefits offered to me by the hotel’s top management!

If you are looking for a dependable and responsible individual to handle your hotel’s administrative needs, I am your person. I will contact you next week so that we may come to an arrangement to meet in person. Alternately, I can be contacted at (000) 142-7474.

Thank you for your time and consideration.

 

Sincerely,

(Signature)
Tanya Robertson

