Your Name

Address
City, State Zip


Date

(Name of Contact Person)

Job Title

Company/Organization

Address

City, State Zip  

Dear Mr. /Ms.Last Name,
Please find enclosed a copy of my résumé in application for the Marketing Assistant position posted with the Hostos Community College Career Services Office.

I have developed knowledge of the e-commerce industry through course work and two internships in the industry. While working as a guest service representative at La Playa Hotel, I produced analyses and recommendations on consistent quality services and human resources management. As a night auditor at the Hotel de Whistler, I successfully handled the details of charge and guest information and balanced department postings. 

Through my experience in the retail industry, I have learned to provide top quality and friendly service in a high-pressure environment. 

Thank you for your consideration of my résumé. I look forward to meeting with you to further discuss my qualifications.

Sincerely,

Signature
Name
Enclosure
