


Jenny Austin
Appointment Setter
123 Your Street, Your City, ST 12345, (123) 456-7890, email@example.com[image: horizontal line]
4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
As an experienced appointment setter, I am excited to submit my application for this opportunity. After reviewing your job description, I am confident I have the skills and qualifications to excel in this position.
For the past two years, I have been employed as an appointment setter with ABC Company. My roles involve calling potential customers and arranging appointments for sales representatives. I am adept in quickly connecting with customers and developing a rapport. I strive to offer a friendly, professional, and informative customer service experience.
I have a proven track record of efficiently scheduling appointments, meeting tight deadlines, and increasing overall sales. I am also a self- starter and can work independently or as part of a team. My excellent communication, multitasking, and organizational skills are sure to be an asset to your business.
I would welcome the opportunity to discuss this role further and learn more about your company. Thank you for your time and consideration.
Thank you for your time and consideration.

Sincerely,

Your Name[image: horizontal line]
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