From 
Norah Smith
324 Jones Blvd. 
Fresno, California, U.S.A. 
(545) 647 536
smithnorah@chainmail.com
To 
Gail Walters
Angel Beauty Salon
544 Coast Road
Fresno, California, U.S.A.

Dear Gail,

I came to know about a job opening for salon receptionist in your beauty salon. Natasha Jordan who is a cosmetologist in your salon informed me of this opening. I am interested in working for a reputed salon like yours as I feel I have it in me to match up to your high standards of requirement. I have good experience working in this field. I had been employed in Chic Beauty Salon for the past 5 years and have successfully handled their reception area. I handled all the phone calls and appointments and never once have I mixed up an appointment. I am also familiar with all the beauty treatments and provided all the customers waiting in the lounge with the information about the various beauty treatments available in the salon.

I am very well organized and meticulously follow all the rules and regulations of the salon. I am good at making conversation and have to ability to put people at ease. In fact, I ended up being good friends with many of the patrons of the salon. I wish to replicate the same success at your salon if you are willing to give me a chance.

I would like to meet you personally and would really appreciate if you would call me for an interview. Therefore, I can provide you further details about all the responsibilities I handled in my previous job. I appreciate you giving me your precious time in reading this letter. Please feel free to call me on (545) 647 536 or you can e-mail me your response at smithnorah@chainmail.com.
Sincere regards,
Norah Smith
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