A sample cover letter for receptionist job.
Given below is a sample receptionist resume cover letter. If you are applying for a receptionist job, don't forget to send such cover letter with it.

MARTHA KLINGMAN
123, Park evenue
Boston, MA, 02123
(123) 456-7890 



September 23rd 2008

Ms. Sally Cook
Zeus Center,Inc.
487, East Street
San Francisco, CA 95814

Dear Ms. Cook,

Through your advertisement in the Taos Tribune, I learned of your opening for a Receptionist/Sales Coordinator. Please accept this letter in application for this position. 

The qualities you are seeking match well with my qualifications: 

EXPERIENCE WITH A MULTI-LINE TELEPHONE - Answer calls on a 25-line switchboard efficiently and pleasantly. Always answer by the third ring. Never leave a caller on hold unattended for more than one minute. 

WORD PROCESSING AND PC EXPERIENCE A MUST - Skilled with all popular business software packages, including Word, WordPerfect, Excel, Lotus 1-2-3 and dBASE. Type 65 error-free words per minute. 

My enclosed resume will offer further detail about my skills and accomplishments. 

I feel confident that a personal interview would be mutually beneficial. I will call you at the end of next week if we haven't spoken by then. Thank you. 

Respectfully, 

Martha Klingman 

Enclosure: Resume 

