September 29, 2008

Attention: Human Resources / Personnel Manager

Dear Sir or Madam:

Are you looking for an outstanding customer service and soft sales consultant to represent your firm?  If so, you may have found the ideal candidate, as you will see after you pick up the phone and call me for an interview.  

I am an energetic, personable, honest, hard-worker with excellent references. I am proficient with MS Word, MS Excel, Quick Books, MS Access and many of today’s most common applications.  

· You’ll get a highly motivated team player

· You’ll get loyalty and commitment

· You’ll get work ethic “like it used to be”

· Your clients and customers will love calling your firm!

I am a quick learner. I work well independently or as a team player. Several former employers have noted on reviews that they consider me a “top performer”.  I take great pride in my work and constantly strive to improve my performance.

I am seeking a full-time position. I am available for immediate employment and welcome the opportunity to speak to you as soon as possible. 

Thank you for your time and consideration. I am certain that I would prove to be a valuable asset to you and your company.  I can be reached by cell (111-2222) or by e-mail at suzy@suzy.com. 
Sincerely,
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Susan Johnson

