October 30, 2017
Hiring Manager’s Name
Company Name
341 Company Address
Palo Alto, California, 94301
 
Dear Hiring Manager’s Name:
My name is Peter Long, and I saw your job listing in The Sacramento Bee yesterday. I’m an experienced bank teller with over eight years in the industry, and I’m very interested in continuing my career at [Target Company]. Although I love the banking aspect of being a teller, my area of emphasis has always been customer service. I recently visited my local [Target Company] branch in West Sacramento because my friend banks there, and I was blown away by the friendliness of the employees and the cleanliness of the interior. Working for a company that holds such high standards for its employees and for its working environment is an exciting prospect.
One of the most important elements of working as a bank teller is providing top-flight customer service, and this is an area I excel in. I also have a clean track record in terms of following procedures and handling currency – I made zero balancing mistakes during four years as a Wells Fargo teller, and I adhered to all security policies to ensure the safety of my colleagues, myself, & company assets. I’m fluent in Spanish and English so I can communicate with the vast majority of Sacramento’s diverse community, and I’m comfortable using general banking software as well. 
 
[Name of Company] has been opening Sacramento branches at a prolific rate this past decade, faster than any of their competitors. I believe that their focus on providing the best customer service in the business can be attributed to part of this success, and I’d love to contribute further to this positive public image. I’d be happy to come in for an interview if possible, contact me anytime via email at [EMAIL], or by phone at [PHONE] on Sunday or Monday. Thanks for your time, I look forward to hearing back from you!
Sincerely,

Peter Long[image: image1.png]



