


Jenny Austin
Client Associate
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],
I am writing in response to your recent advertisement for a Client Associate position at [Company Name]. As someone with a comprehensive background in customer service and client relations, I believe I am an ideal fit for the role.
I have spent the past [Number] years working in customer service and client relations, most recently at [Company Name]. In this role, I was responsible for providing clients with knowledgeable, personalized and responsive support. I demonstrated a strong ability to foster relationships with customers, and developed a reputation for consistently delivering a high level of service.
I am particularly adept at developing and maintaining relationships with clients. I am a great listener, and make it a point to gain an in- depth understanding of each client’s individual needs and circumstance. I am also an effective communicator, able to explain complex concepts in simple, accessible terms.
I am confident that my skills and experience make me an ideal candidate for the position. I would love to discuss my qualifications with you further, and I look forward to hearing from you.
Thank you for your time and consideration. I look forward to hearing from you soon.

Sincerely,
Your Name[image: horizontal line]
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