October 31, 2018 

Dear Hiring Manager:

[bookmark: _GoBack]I’m responding to the advertisement on Indeed's website for the Evening Receptionist (Part-Time) position. I feel that with my combined education and work experience, I would be an excellent match for this position, and can exceed Cora Service Inc.’s expectations!

My previous work experience within the administrative field includes both receptionist duties and administrative assistant duties. I previously worked at a Boston investment firm for over three years, along with an energy supply company called Iwatani Corporation. I am well-qualified to speak with customers in a professional tone of voice, and work with co-workers and the public with a pleasant demeanor. I’m well-organized, punctual, comfortable with using technology (and learning new technology!) and attentive to detail when working on projects. 

A resume is included with the e-mail for your review and consideration. I look forward to speaking with you further about this great opportunity!  

Kind Regards,
Rebecca Biage  
