


Jenny Austin
Customer Account Representative
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 Customer Account Representative at [Company], and I believe that my customer service, problem- solving, and multitasking skills make me a perfect fit for this position.
My background in customer service and account management shows that I am well- suited to this role. For the past three years, I have been employed as an Account Representative at [Previous Company], where I have developed a reputation for enhancing customer satisfaction and loyalty. During that time, I have successfully resolved customer queries, provided solutions that exceed customer expectations, and developed ongoing relationships with customers. I am confident that my ability to provide timely and accurate solutions to customer inquiries, as well as my outgoing and friendly communication style, will make me an asset to your team.
In addition, I am highly organized and able to juggle multiple tasks at once. I take pride in my ability to stay focused and efficient while managing large customer accounts and balancing customer needs with the current operational procedures. I am experienced in regularly documenting customer interactions and ensuring that all customer concerns are addressed in a timely manner.
I am excited about the prospect of bringing my customer service and account management experience to [Company] and fully believe in your mission to provide the highest level of satisfaction to your customers. I am positive that I can make a positive contribution to your team.
Thank you for your time and consideration. I look forward to hearing from you and discussing in more detail how I can contribute to your success.

Sincerely,
Your Name[image: horizontal line]
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