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92325 Norah Shore
South Angelyn, ND 89619-6653
Dear Riley Nolan,
In response to your job posting for box office manager, I am including this letter and my resume for your review.
In my previous role, I was responsible for excellent customer service from the Box Office on event days by resolving ticketing questions and concerns (internally and externally) in a consistent, courteous, respectful, and timely manner.
I reviewed the requirements of the job opening and I believe my candidacy is an excellent fit for this position. Some of the key requirements that I have extensive experience with include:
· Excellent verbal & written communication, organizational and time management skills
· Knowledge of Microsoft Word & Excel and bespoke computerised systems
· Previous Management of part time staff a distinct advantage
· A policy hawk who is always looking to proactively improve procedure
· Passionate for the Brand
· Experience in accounting, cash handling, finance, and audit procedures
· Proficiency in Microsoft Office Suite (in particular intermediate to advanced Excel skills)
· Strategic thinking that can drive multiple, concurrent projects to completion and meet all deadlines
Thank you in advance for taking the time to read my cover letter and to review my resume.
Sincerely,
Story Fay
