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Oct 30, 2016
Hiring Manager’s Name
 
341 Company Address
Palo Alto, California, 94301
(xxx)xxx-xxxx
hiring.manager@gmail.com
 
Dear [Hiring Manager’s Name],
 
My name is [Your Name], and I recently saw your advertisement in the Boston Herald searching for a new hotel housekeeping manager. I’ve been working in the housekeeping industry for over nine years, and I’m intimately familiar with what is needed to keep a hotel pristine and customers happy.
A housekeeper must be both methodical and meticulous in order to keep things running smoothly. During my first housekeeping job, I worked as an assistant for Valencia Courtyards in Boston, MA, where I was responsible for tracking the status of 110 hotel rooms, as well as closely inspecting the state of all room equipment and materials. The majority of my experience comes from my time at Big City Hotel in New Brunswick, PA where I’ve been employed for the past seven years. Here I work in tangent with a team of 60 housekeepers to keep 188 rooms immaculate and hundreds of guests content. For example, by coordinating a hotel-wide laundry workflow, I reduced guest wait-time to under two hours.
[Target Company] has been expanding recently, and with expansion comes diversity. I am fluent in both English and Spanish, and believe my communication skills would be an asset for the hotel’s burgeoning housekeeping staff. My work ethic combined with my ability to easily communicate can help elevate [Target Company] to new heights.

I would love the opportunity to come in and interview at a time convenient for you. You can reach me at [PHONE] or by email at [EMAIL]. I eagerly await to hear from you. Thank you for your time and consideration.
Best,

[Name]
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