
Entry Level Receptionist Cover Letter
Example

Dear [Recipient's Name],

As a recent graduate with a strong interest in administrative roles, I am excited to
apply for the Entry-Level Receptionist position at [Company Name]. Though I am
new to the field, my organizational skills, attention to detail, and commitment to
providing excellent service align with the qualities you seek.

During my studies, I worked part-time as a customer service representative, where I
honed my communication and multitasking abilities. I am eager to apply these skills
in a receptionist role, and I am confident that my proactive approach would make
me an asset to your team.

Thank you for considering my application. I look forward to the opportunity to grow
and contribute to [Company Name].

Sincerely,

[Your Name]


