Sarah Connor								      
659, Blue Street - Detroit, MI 73823 - (343) 267-7889 - Sarah_Connor1234567776@yahoo.com


February 24, 2013

[bookmark: _GoBack]Ben Johnstone
Human Resources Manager
ABCD Company Inc
123 Theway Blvd
Atlanta, GA 30211

Dear Mr. Johnstone:

I am writing to show my interest in the receptionist position in your company advertised in Detroit Press on Sunday 23th December 2012. With excellent people skills and extensive working experiences in the same field, I feel that I am the ideal candidate for that position. Please have a look my attached resume.

In my current position, I am responsible in providing support and secretarial services to executive staff as well as performing on the front line to greet guests. I am also very skilled in doing all basic tasks as a receptionist including answering phone, scheduling meetings and maintaining office records. 

I am so enthusiastic to meet you in person to discuss this position more. I am always available to be contacted at (888)-862-8739. Thank you for your consideration.

Sincerely,

Sarah Connor

Enclosure: Resume
http://wordtemplate.net
