 
Edet Cynthia Kelechi  08143792272 kelechukwucynthia97@gmail.com  
20th September, 2026. 
 
Hello hiring manager, 
 
RE: APPLICATION FOR THE POSITION OF FRONT DESK EXECUTIVE 
             As a recent graduate from the University of Lagos, Akoka, with a degree in business administration and a passion for organization and efficiency, I am writing to express my sincere interest in the front desk officer position at your esteemed company. 
My academic background, coupled with my strong work ethic and ability to prioritize tasks effectively, make me a strong candidate for this role. I am confident that my skills in customer service and administrative support, honed through various internships and part time jobs, will enable me contribute significantly to your team. 
In my recent position as an administrative support/front desk personnel, I gained valuable experience in maintaining organized records and filing systems, performed basic data entry tasks, maintained visitors logs and appointment calendars, phone management and follow-ups, managed office supplies and inventory, handling client’s inquiries and providing general administrative support. My ability to adapt to new technologies quickly, will allow me to learn and use your preferred tools effectively.  
I am known for my exceptional organisational skills and keen attention to details. I have a proven track record of managing multiple tasks while maintaining the highest level of accuracy and meeting deadline. I understand the importance of confidentiality and discretion, having dealt with sensitive information during my internship. Moreover, my excellent communication skills have always been appreciated, I am comfortable interacting with clients, vendors and team members, ensuring efficient communication. 
I am excited about the opportunity to discuss how my skills align with the needs of your organization and how I can contribute to your team’s  success. I have enclosed a copy of my CV for context and I look forward to the possibility of discussing my application in further detail. I am available at your earliest convenience for an interview. 
Warm regards, 
Edet Cynthia Kelechi. 
 
 
 
  
 
