Michalis Stavroulakis 
15 Kingston Street, England NW9 6PE    ∙    44 745 687226
m.stavroulakis@gmail.com            ∙    LinkedIn

3rd March 2021

Name [of the contact person]
Title [of the contact person]
Company Name
Address [of company name]
City, Location [of company name]

Dear Hiring Manager/Mr Smith/Ms Jones,

I am reaching out to [Company Name] to express my sincere interest in joining your team as your next [Position Title]. As a hardworking, highly driven professional with a skill set relevant to multiple fields and industries, I’m ready to take my career to the next level as a dedicated part of your team. 
	
You will quickly note upon reviewing my CV that I have everything it takes to provide the support your company needs. My skill in adapting quickly to demanding environments, managing people along with my good command of communications and customer service expertise further support my ability to thrive in this challenging and detail-oriented field. Additionally, my previous working experiences have allowed me to develop strong time management and organisational skills.

Please consider the following highlights of my contributions: 
· Built strong customer relationships [or: Organised multiple performances events and ensured successful event delivery]
· Planned and executed administrative activities and encouraged staff to deliver results.
· Resolved clients’ grievances by applying effective listening techniques. 

With my related skills and BA (Hons) in Business Administration and Tourism, coupled with my enthusiasm and dedication to achieving success and my natural technical proficiency, I will surely surpass your expectations for this role. As such, I would welcome the opportunity to meet in person and discuss this opening or any relevant position in detail.

Thank you for your consideration. I look forward to hearing from you!
[bookmark: _gjdgxs]
Kind Regards,      
[Signature)

Michalis Stavroulakis
Enclosure: CV

