Luke Gale,
30 Banking Street,
Carlisle, MA 01741,
(123)-000 1349.
Email: lukegale@abc.com
Date: October 19, 2011.
Mr. Dylan Kennedy,
HR Manager,
ABC Bank Corporation,
30 Hiring Street,
Carlisle, MA 01740.
Dear Mr. Kennedy,
Team Director of World Bank Corporation
As suggested by Mr. Peter Hopkins, Sr. Bank Officer of your bank, I am applying for the position of 'Operations Manager' in your bank. I have completed my bachelor's degree in Business Administration from AAA University, and a diploma in Applied Finance. I have relevant work experience for the position from the banking industry.
My resume will show you that I have an experience of seven years. I have worked in different positions in industrial and commercial banks. The exposure I got during these seven years of banking career has made me confident and efficient for the applied position.
I have managed with flair all the banking operations carried routinely in a bank. I am good in developing business relations with clients and prospective clients. No sector of the banking business is left untouched by me. I have vast knowledge of banking industry ranging from the basic level to the decision makers.
Right now, I am employed with Money Bank as a Senior Public Relationship Manager. I have innovated and implemented several working disciplines that have improved the efficiency of the staff in providing good customer services. My routine work is to analyze daily work operations, sales team, staff overtime, and cash management along with other reports to ensure smooth and efficient banking business. I have never seen any staff under my supervision putting down his/her papers in my tenure. I believe if you take care of your staff, you will automatically see the difference in the outcome.
I have a good relation with Mr. Hopkins. I am really thankful to him for suggesting me to apply for the position as I have conveyed my interest to work in your bank long-time ago. I assure you that I will use my skills and knowledge for the prosperity of your bank once employed. If you would like to know more about my experiences and work achievements, feel free to call me. I am waiting for your call of an appointment.
Sincerely,
[Signature]
Luke Gale.
Enclosures:
Resume

