CRISTINA POZZI
Via Mameli - 20025 Legnano (MI) - Italy

+39 343 22198787967 

cristina.pozzi@gmail.com 

January 1, 2022
Mr Smith

Leisure Company
Cornmarket Street, 2 

Gloucester
Dear Mr. Smith 
I am writing to enquire if you have any vacancies in you Company. I have valuable experience working as receptionist and I believe that I could fit easily into your team. I enclose my CV for your consideration.

As you can see, I have five years work experience as a receptionist in a large organization where I was responsible for handling all calls, welcoming visitors and replying to emails in addition to providing extensive organizational and administrative support.

I am dedicated and hardworking, with exceptional customer care skills. I am flexible and eager to learn and I am keen to work for a company with a great reputation as yours.

I would be delighted to have an opportunity to personally interview with you. I am available at your convenience at +39 343 22198787967 or cristina.pozzi@gmail.com and hope to hear from you soon.
Should there be no current vacancies, I would be grateful if you would keep my CV on file for any future possibilities.
Thank you for your consideration.

Sincerely

Cristina Pozzi
