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 Dear Hiring Manager,
 I’m writing to you to express my interest in the Receptionist/Administrative Assistant position you have open at your company. I am a Microsoft Office Specialist and am confident that my experience and skill set would be a great match for this position.
As you will see in my attached resume, I am a hard worker and a team player. I am willing and eager to learn new skills and approaches. In addition, I follow directions well and always appreciate collaboration. 
 I appreciate your consideration and look forward to hearing from you.

Sincerely,
Rosa Lara
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