Jana Dobrovská
Blatenská 8
326 00 Plzeň 

Tel.: +420 379 545 116

E-mail: dobrovskaj@gmail.com

Barc Hotels 

Na Stráni 32
140 00 Praha 4

5th May 2013

Letter of aplication for a Front Desk Attendant
To Whom It May Concern,

I am interested in the Front Desk Attendant job at Barc Hotels. I have several years of such experience, including very busy work environment with a need of multitasking.
In addition to my extensive front desk attendant experience, I can work collaboratively with people at all levels and I have strong communication, customer service and administrative skills. I have working knowledge of computers and proficiency with Microsoft Word, Outlook and Excel as well as perfect written and spoken English. My background and skills make me an excellent candidate for this position.

Thank you for your consideration. I look forward to hearing from you to arrange an interview.

Faithfully,
Jana Dobrovská

Encl.:
CV
Sandra Hollows
9 Woll Drive
Birmingham

B8 2SQ

MediaFun
6 Carver Street
Birmingham

B1 3AP

7th May 2013

Letter of Resignation

Dear Mr. Harrington,

I am writing to formally notify you that I am resigning from my position as Reporter with MediaFun.

I have accepted a position as Editor at a growing media company in London. I am sure that my new position will challenge me and also give me extensive experience in media field.

My last day of employment with you will be July 14, 2013, as per the responsibilities under the terms of my employment contract. This date should provide plenty of time for me to finish my projects and help with my replacement.

I appreciate the opportunity I have been given at MediaFun and your professional guidance and support. I wish you and the company success in the future. 
Yours sincerely, 

Sandra Hollows

