June 13, 2013
Joe Smith

12345 Valencia Blvd

Valencia, CA 91355

Jsmith@msn.com
Microsoft Industries
8888 W. Magic Mountain Parkway

Valencia, CA 91355

(888) 888-8888
Dear Hiring Manager,
I am interested in the Receptionist position that you are currently seeking to fill. I saw this position advertised in the MyJobs database through College of the Canyons and feel that my background and experience make me a qualified candidate for this position.

My experience includes over five years of providing customer service to diverse clientele in a variety of work environments. At Integrated Support Solutions Inc., I was given the responsibility of managing payroll and inputting inventory information into the computer system. As a College Assistant at College of the Canyons I made outgoing calls, kept detailed records, and scheduled appointments. I am computer proficient in Microsoft Word, Excel, and PowerPoint and can operate a variety of office equipment. Personal strengths include excellent verbal and written communication skills (bilingual in English/Spanish), independent working habits, customer service skills, and punctuality. I am currently attending College of the Canyons and expect to receive my associate’s degree in Business Administration in June of 2014. 
Based on my professional skills and experience, I feel confident that given the opportunity, I can immediately contribute to the continuing success of your business.  I would appreciate the opportunity to further discuss this position and my qualifications at your convenience. I can be reached at (661) 888-8888.  Thank you for your consideration.

Sincerely,

Joe Smith

Enc. Resume


