


Jenny Austin
Customer Service Administrator
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 express my interest in the Customer Service Administrator position with your company. I am confident that I possess the necessary experience and skill set to be an asset to your team.
I am a customer service professional with over seven years of experience in the customer service industry. My experience has been in various customer service roles and I am extremely knowledgeable in customer interaction, problem solving, and customer service software. I have a proven track record of delivering exceptional customer service and ensuring that customer needs are met.
I am highly organized and have a strong sense of responsibility. I am also highly skilled in multitasking, which is an essential skill in a customer service administrator role. Additionally, I possess excellent communication and interpersonal skills, allowing me to easily build long- term relationships with our customers and vendors.
My goal has always been to ensure that our customers are satisfied and I am confident that I can do this in this role. I am excited at the prospect of joining your team and I am sure that I can make a positive contribution to the success of your organization.
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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