Jordan Taylor
January 16, 2026

Acme Corporation
RE: No Experience Front Desk Agent

Dear Hiring Managet,

| am excited to apply for the No Experience Front Desk Agent position at Acme Corporation, which |
discovered on your careers page. With a passion for customer service and a strong desire to contribute
to a team that prioritizes guest satisfaction, | believe that | am well-suited for this role and eager to make
a positive impact at your esteemed establishment.

Although | do not have formal experience in a front desk role, my background in retail has equipped me
with valuable skills that | can bring to this position. During my time at XYZ Retail Store, | consistently
delivered exceptional customer service, earning recognition as Employee of the Month for my ability to
resolve customer issues effectively and create a welcoming environment. Moreover, my role required
me to manage multiple tasks simultaneously, such as handling cash transactions, maintaining inventory,
and assisting customers, which honed my organizational abilities and attention to detail. Additionally, |
volunteered at a local community center where | assisted in organizing events, which enabled me to
develop strong communication skills and foster a friendly atmosphere.

| am enthusiastic about the opportunity to further discuss how my background and skills align with the
needs of Acme Corporation. | am confident that my ability to learn quickly and my commitment to pro-

viding outstanding service will allow me to thrive as a Front Desk Agent. Thank you for considering my
application; | look forward to the possibility of contributing to your team.

Sincerely,

Jordan Taylor



