



October 29, 2018

Marguerite LeBrew
2307 W Somerset St Philadelphia, Pa 19132
(570) 801-2665
Marguerite.LeBrew@gmail.com

Dear Hiring Manager,

I am interested in the Receptionist position that your company is seeking to fill.  I am ready for the job with experience and I will step in and make an immediate contribution to the company for continued success.  

[bookmark: _GoBack]I am someone who can handle changing responsibilities and carry out all tasks accurately, and this is what I am prepared to do. I have strong skills in task comprehension, organization, and customer service.

I look forward to meeting you in person and discussing the details of the position.

Kind Regards,



Marguerite LeBrew
