


Jenny Austin
Customer Service Assistant
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 applying for the position of Customer Service Assistant Manager. I have over six years of experience in customer service, two of which were in a managerial role. My experience has given me a deep understanding of the importance of excellent customer service in today’s competitive market.
I possess excellent communication skills and the ability to quickly solve customer issues. Additionally, I am highly organized and adept at managing multiple tasks and priorities at one time. I have a proven track record of successful customer service initiatives and have developed a reputation as a reliable and dependable leader.
I am confident that I can make an immediate and long- term impact on your organization as your Customer Service Assistant Manager. I am available to discuss this position in more detail and hope to schedule an interview to show you how I can contribute to your team.
Thank you for your time and consideration.

Sincerely,
Your Name[image: horizontal line]
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