John Smith

1234 West Cypress

Cypress, California  92801

714-484-4711 Home    714-123-5678 Cell

Jsmith@aol.com

February 4, 2007

Ms. Susan Jones

Vice President, Cypress Aviation

9200 Valley View Street

Cypress, California  90630

Dear Ms. Jones: 

In response to your advertisement for a Customer Service Agent, I have enclosed my resume.  You’ll note that I have prepared myself for this position by gaining the education, work experience, and industry knowledge that will help me provide your customers with first-rate service.  

Because I am so enthusiastic about contributing my skills to your company, I would welcome the opportunity to interview with you.  Briefly, my credentials include:  

· Two years of college with an emphasis in airline and travel course work

· More than two years of customer service experience at Disneyland

· SABRE and APOLLO training

· Technology skills, which include typing 35 wpm and Internet research

· Fluent in Spanish and English

· Willing to relocate

· A.S. Degree in Travel/Tourism (Spring 2004)

In addition to my education, customer service experience, language abilities, and enthusiasm, I am highly motivated, trustworthy, and very reliable. 

Lastly, I recognize the significant career opportunities available at Cypress Aviation, and I look forward to discussing how my qualifications could contribute to the company’s future success.  Since I work and attend school, the best way to contact me is on my cell phone.  Thank you.

Sincerely,

John Smith

Enclosures:  Resume, SASE  

