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Oct 14, 2026

Dear Hiring Manager,

I am writing to express my interest in the Front Desk Receptionist position at Target
Company Name. With two years of experience as a Customer Service Associate, I have
developed a strong foundation in creating positive client interactions and maintaining an
organized work environment.

In my previous role, I honed my communication skills while assisting customers and
resolving their inquiries with efficiency and care. My ability to adapt quickly to new
situations allows me to thrive in fast-paced environments, ensuring that every visitor feels
valued from the moment they enter. I understand the importance of first impressions and
strive to greet each individual warmly while providing exceptional service.

My attention to detail drives me to maintain an orderly front desk area, ensuring that all
administrative tasks are handled proactively. I am comfortable managing multiple
responsibilities such as directing calls, scheduling appointments, and supporting staff
members with various tasks. My positive attitude fosters teamwork and encourages
collaboration among colleagues.

I am excited about the opportunity to contribute to Target Company Name's mission of
delivering exceptional customer service while building lasting relationships with clients. I
believe my skills align well with your company values of integrity, customer satisfaction,
and teamwork.

Thank you for considering my application. I look forward to the possibility of discussing
how my background can benefit your team.

Sincerely,
Michael Rodriguez




