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RECRUITER

mtorres@gmail.com 123.456.7890 linkedin.com/in/mtorres

Dear Bibi Estes,

I am excited to apply for the Recruiter position at NextAI, particularly after reading about 
your recent announcement of opening 150 new job opportunities. This significant expansion 
spotlights a period of growth for NextAI, and I am eager to leverage my extensive background in 
administrative support, communication, and customer service to contribute to your recruitment 
efforts.

Over the past 8+ years, I have honed my skills in office management and visitor engagement, 
most recently at OfficeFront Solutions where I successfully managed front desk operations and 
significantly enhanced our visitor management system. My initiatives led to a 30% reduction 
in wait times and notably improved overall organizational efficiency. I also pioneered a referral 
program that sourced over 10 qualified candidates, demonstrating my capability to attract and 
identify potential talent—a crucial aspect of recruitment.

My experience at GreenLeaf Enterprises further equipped me with the essentials of recruitment, 
as I was involved in organizing open house hiring events and implementing a streamlined 
digital check-in system that improved the visitor experience, which is pivotal in creating a 
positive first impression for potential recruits. My roles have instilled a strong understanding 
of the importance of efficient processes and effective communication, both vital attributes for 
successful recruitment.

I am enthusiastic about the opportunity to transition these skills into a focused recruitment role 
at NextAI. I am particularly drawn to your commitment to innovation and excellence, values that 
I share deeply. I look forward to the possibility of discussing how my background, skills, and 
enthusiasms align with the goals of NextAI, especially during this exciting phase of expansion. 
Thank you for considering my application. I am hopeful to contribute to and grow with your 
esteemed company.

Be Well,

Michael Torres


