
Sarah Williams
Bank Teller

(555) 123-4567 sarah.williams@email.com Charlotte, NC

To Irene Reeder
Bank of America

Dear Hiring Manager,

I am writing in response to your advertisement for the Bank Teller position at Bank of America. As a highly 

skilled and experienced bank teller, I am confident that I possess the necessary skills and qualifications to 

excel in this role.

In my current role as a bank teller at First Citizens Bank, I have gained extensive experience in providing 

exceptional customer service, processing transactions accurately and efficiently, and maintaining a high 

level of cash handling accuracy. I have also been recognized for my ability to identify and resolve any 

discrepancies in a timely manner, resulting in a significant decrease in errors and increased customer 

satisfaction.

One of my biggest achievements as a bank teller was when I was able to surpass my sales goals by 

25% within the first year of my employment. This was achieved through my strong communication skills 

and ability to build relationships with customers, resulting in an increase in cross-selling and upselling 

opportunities.

My best qualities include my attention to detail, strong organizational skills, and ability to multitask 

effectively. These qualities have enabled me to handle high volumes of transactions while ensuring 

accuracy and efficiency.

In addition to my experience and achievements, I am confident that I would be an excellent fit for Bank of 

America due to my passion for providing outstanding customer service and commitment to upholding the 

highest standards of professionalism.

Thank you for considering my application. I look forward to discussing how my skills and experience can 

contribute to the success of Bank of America as a bank teller.

Sincerely,

Sarah Williams

mailto:sarah.williams@email.com

