


Jenny Austin
Client Service Coordinator
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 to apply for the position of Client Service Coordinator. With my extensive background in customer service, I believe I am well qualified for this role.
I have three years of customer service experience, most recently as a Customer Service Representative for ABC Corporation. In this role, I was responsible for providing timely, accurate and professional customer service support to customers of all levels. I worked closely with the sales team to understand and resolve customer issues, and I successfully developed workflow processes to improve customer relations. I also have experience managing customer databases, solving customer inquiries, and providing support to the sales team.
Additionally, I have excellent organizational and communication skills, both verbal and written. I have the ability to collaborate with a wide range of personalities, and I am comfortable working in fast- paced environments.
I am confident that my experience and skills make me an ideal candidate for this position. I am eager to utilize my customer service experience and knowledge to help your organization. I am available to discuss my candidacy further. 
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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