Ms Jane Brown
101 Any Road
Every Town
XX1 1YY
Mr John Smith
ABC Company
All Streets
Any Town
AA1 1ZZ

(Date)

Dear Mr Smith

Application for the post of Receptionist

I am very interested in the above advertised position and enclose my CV for your consideration.

You will see from my CV that I have two years of office experience, including reception, in my current role. When I am allocated to reception, I operate a multiple line system and am able to handle and transfer calls politely and efficiently. I also greet visitors to our offices and ensure that they are comfortable in our waiting room.

I have first rate communications and customer service skills and a pleasant and friendly manner. In addition, I have very good word processing and database administration abilities. I am confident that my skills match the requirements of your vacancy and that I can meet the demands of the post.

I believe that I would be a valuable addition to your team and give a professional face to the company. If you would like to take my application forward, I would be delighted to attend for interview to provide further information on my experience and abilities.

Thank you for your time.

Yours sincerely

Jane Brown
