Berikut adalah contoh surat lamaran untuk melamar perkerjaan di bagian Waiter atau Waitress. Contoh Surat Lamaran Bahasa Inggris ini silahkan dimodifikasi sesuai kebutuhan.
_________________________________________


(Date)



To: Human Resources Manager
(Company Name)


Dear Sir/Madam,

I'm looking for a position as a waiter and that is why I'm writing this cover letter today. I noticed you are seeking for such workers as you expressed in your advertisement on Jakarta Post.

I have experience in several areas of hotel food service: banquets and weddings, private parties and business meetings. I'm fast on my feet, can carry large trays, and enjoy taking care of patrons.

I am enclosing my curriculum vitae for your perusal and I am looking forward to the opportunity to attend an interview I'll be happy to accommodate your schedule. I really appreciate being considered for this job. I know that waiter are in great demand and I'd be pleased to be one of them at your hotel.


Sincerely yours,

(Your name)


Berikut ini adalah contoh surat lamaran untuk bartender. Bartender seringkali harus memiliki kemampuan lain selain meracik minuman. Misalnya Juggling atau kemampuan lain seperti sulap ringan atau trik2 entertaining yang lain. Silahkan diubah –ubah contoh surat lamaran bartender di bawah ini sesuai dengan kemampuan masing2… Good Luck!

*********************************


January 6, 2009

Mr. XXXXX
Human Resources Department
W Resort & Spa


Dear Mr. XXXXX,

Please consider my qualifications for the position of Bartender. I have learned that an opening is available on your team. I would like to be considered as a serious candidate. 

As a bartender, I have a wide knowledge of beverages, including cocktails and champagne & wine selection. I am now improving my skill in juggling and I believe my experience in winning some bartending and juggling competition could be taken into consideration

I have good communication skill, ability to work in a team. I take pride in working hard and enjoy challenges and demands.

Thank you for your time and courtesy in reviewing this material and for your consideration of my qualifications for the open position. I have enclosed a copy of my resume for your perusal.

Please contact me at your earliest convenience so that I may share with you my background and enthusiasm for the position.

Sincerely,


(Your Name)
Temenku baru aja nyoba ngelamar untuk jadi pramugari, n walopun yang aku buat disini adalah contoh surat lamaran untuk hotel, yah gak ada salahnya aku posting juga contoh surat lamaran untuk pramugari. 

Ini adalah surat lamaran yang dia pakai untuk melamar jadi pramugari n kebetulan banget sekarang dia udah jadi pramugari untuk Kuwait Airlines. So atas kesuksesannya aku pinjem surat lamarannya untuk kuposting disini n supaya calon2 pramugari lainnya bisa sukses juga kaya dia….

________________

January 6, 2009

Mr. XXXXXX
Human Resources Department
Air Asia

Dear Mr. XXXXXX,

If Air Asia requires a high-energy Flight Stewardess with a no-excuses attitude and is up to any task, than I’m the person you’re seeking.

I believe that my abilities and qualifications can be fully applied to our mutual benefit. My resume is enclosed for your review and consideration.

I am a female, 25 years old with 165cm height and 50 kgs weight. I am considered a pleasant personality and have a great communication skills. I also have willingness and commitment to serve a compulsory service bond. Other strengths include the ability to understand people’s character, hard work, coupled with integrity & dedication is the reason for success in each of my earlier assignments.

I believe that my organizational skills and my outgoing personality will enable me to contribute to your high standards. I am confident I can provide many valuable contributions to your company.

Thank you for reviewing my credentials. I look forward to hearing from you.

Sincerely,

(Your Name)

Berikut ini adalah contoh surat lamaran untuk bagian Manager. Kebetulan aku baru dapet contoh surat lamarannya n langsunga aja kuposting disini. Silahkan dipakai buat referensi atau contoh untuk melamar kerja.. Diganti2 aja posisinya kalo mau dipakai untuk melamar kerja di bagian lain...

Selamat Taun Baru n ayo tetep semangat!

___________________________________



Seminyak, 29 December, 2008


Mr. XXXX
General Manager
W Hotels & Resort


Dear Mr. XXXX,

I am writing in response to your advertisement for a restaurant manager position with your established Hotels.

Since the hospitality industry has been an integral part of my work experience. I was thrilled to learn of your new developments.

The hospitality industry is extremely customer focused. I will ensure that the restaurant operates efficiently and profitably whilst maintaining the reputation and ethos, and maintaining high standards of food, health and safety and business performance.

I have enclosed my resume to provide more information on my strengths and career achievements. I hope that we will have the opportunity to discuss my qualifications further during a personal meeting.

Thank you for your consideration.

Sincerely,

Cole Juliarta

Application Letter ini cocok untuk yang baru lulus kuliah dan berniat untuk melamar pekerjaan. Contoh surat lamaran yang ada disini sih untuk bagian accounting tapi tentu saja bisa diganti untuk melamar pekerjaan dibagian apa saja, tinggal diganti aja menurut lowongan pekerjaan yang diinginkan

_____________________________________________


Dear Sir/Madam, 

Having recently graduated with a Bachelor of Economy from the University of Udayana, I am very interested in gaining an opportunity to use the skills I have developed in your well known hotel. I am interested in the area of Accounting. However, I would be willing to gain experience in any area you feel is suited to my skills and experience. 

I am particularly proud of my academic achievements, having gained a credit average throughout my degree, especially given that I have been on the job training in a five star hotel. My most recent work experience was as an Assistant Accountant with Hilton Hotel where I took responsibility for checking the bill and payment. 

Enclosed is a copy of my resume and academic transcript for your consideration. I would be very interested in meeting with you to discuss any possibilities and look forward to hearing from you. 

Yours sincerely,


xxxxxxxxxxxxxx

Surat Lamaran ini aku pake waktu melamar pekerjaan sebagai guest relation di bagian kantor depan hotel. 
-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.- 

Dear Mr. xxx, 

During the last three years of my career in the hospitality industry, I have been awarded as a best employee of the year 2007 and the best upselling perfomance of the year 2007. When I saw your advertisement for a guest relation, I knew that I should write an introductory cover letter and let my interest in your established company be known. 

I am very interested in being considered for the position and believe that my prior experience as a guest assistance make me an ideal candidate to fill that role for your well known hotel. 

My goal would be to bring the same dedication and enthusiasm that I have demonstrated in my prior positions to your company by conscientiously handing such responsibilities as arranging guest activities, making arrangements for special services and generally ensuring each customer’s stay is a pleasant experience. 

I would consider it an honor to be associated with your established company and hope to have the opportunity to meet or talk with you at your earliest convenience 

Sincerely, 

Utary
Ini contoh surat lamaran untuk melamar di bagian administrasi:
Dear Sir/Madam, 

Through advertisement in Bali Advertiser, I notice that Australian Consulate General Bali is seeking for a consulate clerk. Herewith I submit this application with reliance that I can take part in devoting my potency.

I am 25 years old female, excellent health, willing to work hard and willing to learn new skill. I was graduated from PPLP Dhyana Pura, Certificate IV accommodation in International Class with Goulburn Ovens Institute of TAFE, Australia. I speak good english and have a good knowledge of office practice and computer system as well as correspondence in English and Indonesian. I understand that my experiences in Guest Relation and Reservation Department have given me a strong focus with clients to deal with their needs.

I have attached my resume for your consideration. Please do not hesitate to contact me should you require copy of my certificates and reference letters.
I look forward to hearing from you and would greatly appreciate on opportunity to attend an interview at your earliest convenience.


With kind regards,


Utary
Mr. George Gilhooley 
XYZ Company 
87 Delaware Road 
Hatfield, CA 08065 
(909) 555-5555 

Date 

Dear Mr. Gilhooley, 

I am writing to apply for the programmer position advertised in the Times Union. As requested, I am enclosing a completed job application, my certification, my resume and three references. 

The opportunity presented in this listing is very interesting, and I believe that my strong technical experience and education will make me a very competitive candidate for this position. The key strengths that I possess for success in this position include: 

· I have successfully designed, developed, and supported live use applications 

· I strive for continued excellence 

· I provide exceptional contributions to customer service for all customers 

With a BS degree in Computer Programming, I have a full understanding of the full life cycle of a software development project. I also have experience in learning and excelling at new technologies as needed. 

Please see my resume for additional information on my experience. 

I can be reached anytime via my cell phone, 555-555-5555. Thank you for your time and consideration. I look forward to speaking with you about this employment opportunity. 

Sincerely, 

FirstName LastName 

Writing job application letters

The job application letter's sole purpose is to get the recipient to read your CV.  It should be clear, concise and straight to the point.  Here you are simply telling the employer that you are worth having a look at. 

The application letter should be brief, no more than one page in length.  It should be easy to read and flow through.  It should include only the absolute necessary information.  Like most other things, there is a formula that works extremely well for preparing job application letters.  Following we discuss each paragraph and give you some guidelines.

Addressing job application letters:
The style you choose is not important, there are many different styles of job applications and professional letters, this comes down to personal preference.  However somewhere on the top, whether it is on the right or left hand sides, there should be your address and the date.  Following this, on the left hand side you should address it.  Ensure you include the name of the person, their title, company name, address and any position reference number.  This is probably obvious, but ensure that you spell their name correctly, nothing worse than receiving a letter incorrectly addressed or misspelled.  It gives a poor first impression.

The Introductory Paragraph:
The first paragraph should simply state why you are writing to them.  If it is an advertised position, mention the position title and where it was advertised.  If you are "cold calling" a company then you should specify that you are applying for any current or future employment opportunities.

An easy way to start this paragraph is with the following statement:  " Please find enclosed my CV, which I am forwarding to you as an application for the position of......."

The main body of job application letters:
The main body of the letter should be two to three paragraphs at the most.  Here is where you tell them what you have to offer and why they should read your CV.  This is a good time to read the job advertisement again.  In one paragraph (two at the most) you need to summarise your experience and skills, at the same time, you need to respond to the position requirements as per the advertisement.

Analyse your career and summarise it in a few sentences, highlight what you specialise in, or how many years in the industry you might have, or even the level that you have reached.  This paragraph should direct the reader to your CV and should sell you on some unique points that you might have.

A good way to start this paragraph is with a statement like this: "You will see from my enclosed CV...."  then go ahead and tell them something about your career which will immediately get their interest. 

The next part of the body of the letter should be a brief description of your personal skills.  Again read the advertisement and respond to their needs.  If they are asking for someone with good co-ordination skills, then ensure you mention something to that effect.  If it is communication or perhaps leadership skills they value, then tell them that you have these.  Use adjectives like "demonstrated ability", "well developed", "strong".

Job Application Letters Closing Paragraph:

The closing paragraph should ask for some action from the recipient.  This is where you ask for an interview.  It should also state where and how they can reach you, and it should thank the recipient for giving you the opportunity to apply.  You can include things like "should you require further information....." .

Finish the letter by adding a closing remark, either "yours sincerely", "yours faithfully' or whatever you feel comfortable with and obeying general letter writing etiquette.  Leave a few spaces for your signature and then place your full name.

Before you mail the application letter, read it over again, making sure that it is perfect.  Special attention should be placed to ensure the letter: 

· It is not too long.

· There are no grammar or spelling errors.

· That you have answered the job requirements.

· The application letter flows and is easy to read.

You might have to type and edit the letter many times before you are happy with it, but just remember that the job application letter is just as important as the CV itself.  The letter should invite the recipient to read the resume, in turn the resume should raise enough interest for them to want to interview you.  The Interview is where you will demonstrate your skills and abilities. 

