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John Doe
Hiring Manager
Company Name
January 16, 20XX


Dear John Doe (or Dear Hiring Manager)
I am writing to express my interest in the receptionist position at (Company Name), as advertised on (where you found the job listing). With my strong communication skills, attention to detail, and passion for providing exceptional customer service, I am confident in my ability to contribute to your team.

In my previous role as a receptionist at XYZ Company, I effectively managed a busy phone line, greeted and assisted visitors, and coordinated appointments with efficiency. My experience has honed my organizational skills and ability to multitask in a fast-paced environment, qualities that I believe are essential for success in a receptionist role at (Company Name).

I am particularly drawn to (Company Name) because of its reputation for (mention something positive you learned about the company during your research, such as its commitment to innovation or its positive work culture). I am excited about the opportunity to contribute to (specific project or initiative at the company, if applicable), and I am eager to bring my skills and enthusiasm to your team.

Thank you for considering my application. I am enthusiastic about the opportunity to further discuss how my qualifications align with the needs of (Company Name). I can be reached at (Your Phone Number) or via email at (Your Email Address). I look forward to hearing from you.


Sincerely,

Your Name
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