23 Example Street
Vaughan, ON S9E 9E9
(999) 999-9999
[Email]
May 8, 2016
Mr. David Smith
Personnel Manager
ABC Company
22 Example Avenue
Oshawa, ON E8W 2C9
 
Dear Mr. Smith:
I am contented to submit my application for the position of Clerk Receptionist at ABC Company. Utilizing my post graduate diploma in Office Management and 1 year’s hands-on experience, I can effectively manage the clerical tasks and reception area of ABC Company.
As you will note in the enclosed resume, I have a demonstrated ability to receive, direct and relay telephone and fax messages, direct guests to the appropriate department, maintain filing system and manage correspondence. My experience has provided me with a deep expertise in organizing calendars, scheduling appointments, arranging meetings, and providing word-processing and bookkeeping support. My enclosed resume contains more details about my specific skills and abilities.
As an honest and trustworthy individual, I would welcome the opportunity of an interview to discuss my education, experience and skills which are sync with your needs. I will contact you next week to check the status of my application. In the interim, I can be reached at (000) 412-7852.
Thank you for your time and consideration.
 
Sincerely,
(Signature)
Ana Johnson
Enc. Resume

