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Date

Luis Gales

The Seven Seas Group

12345 Main Street

Sarasota, FL 33162

Dear Mr. Gales:
As we previously discussed by telephone, I am forwarding you a current resume in the hope that your firm might be helpful in securing me a management position  in the Cruise Industry.

I hold an AS Degree in Hotel and Restaurant Management and most recently work for World Wide Cruises as a Front Desk Manager, sailing in Europe and South America.  I have established a solid record for both knowledge of hotel operations and the ability to run an efficient, cohesive organization.  I am particularly aware of the necessity for well-trained, highly-motivated staff in order to achieve goals. 

The following information might be useful to you in placing me:
1. I am very flexible with starting dates and itineraries.

2. My salary expectation is $30K, with important factor being benefits and growth potential.

3. Two references to contact at the World Wide Cruises are Renee Smith, General Manager and Brian Jones, Restaurant Manager.

If you need further information, please feel free to contact me days or evenings  at 941-555-1212.  I look forward to a productive working relationship with one of your organization’s partners.

Sincerely yours,

John Smith

Encl.: resume 

