Current Date

Dear Sir or Madam:

I am an experienced receptionist with over five months of experience to offer
you. I enclose my resume as a first step in exploring the possibilities of
employment with the City of Spokane.

My most recent experiences was attending The Adult Education Center
where I learned proper Telephone technique. As a receptionist with your
organization, I would bring my positive telephone personality and excellent

customer relation skills. Furthermore, I have excellent computer skills in
Microsoft Word, Access, and Excel.

[ would appreciate your keeping this inquiry confidential. I will call in a few
days to arrange an interview at a convenient time for you. I am interested in
working as a receptionist for your organization. Thank you for your
consideration. A copy of my resume is enclosed.

Sincerely,

Koleen Salanson

Enclosure







