Email Subject: Re: Bank Teller Position (Ref. 8767)
Email Body:
September 14, 2015
Mr. John Thompson
Hiring Manager
Summit Bank
87 Some Street
Hope, AR 25521
 
Dear Mr. Thompson:
Please consider this email as an expression of interest for the job of a Bank Teller at Summit Bank, as advertised on Craigslist. I am presently working in a teller capacity and believe that I have the necessary experience and skills that this job demands. I am confident that can make a huge array of contributions to Summit Bank.
Through my education and work experience, I have developed the following skillswhich would enable me to contribute to your success:
• Providing exceptional customer service
• Balancing and maintaining cash drawer
• Cashing checks for customers
• Handling client’s; deposits, withdrawals, money orders, traveler’s checks and credit card advances
• Cross-selling all bank products
My skills are not limited to delivering banking services to clients. I also have a track record of ensuring that clients are comfortable in dealing with the bank. I have a demonstrated ability to identify customers’ financial needs and refer financial products and services appropriately. Building client loyalty is not very easy especially in these days of cut throat competition and I have been reasonably successful in it.
I have attached my resume with this email which contains a detailed account of my qualifications, skills and work experiences. I would like to meet with you in person to discuss this position in detail. I’ll follow up this email after two weeks. Meanwhile, I can be reached on my cell phone at (000) 554-9999. Thank you for your time and consideration.
 
 
Sincerely,
(Electronic or scanned signature)
Bethany Paul
Enc. Resume in MS Word Format (Bethany_Resume.doc)

