


Jenny Austin
Customer Service Executive
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 role of Customer Service Executive at [Company Name].
I am a customer service professional with over eight years of experience providing outstanding client service in a fast- paced environment. My strong interpersonal skills, attention to detail and problem solving abilities have allowed me to build positive relationships with customers and successfully resolve any issues.

I am highly organized and able to work well independently and in a team environment. I am also proficient in using customer service platforms, databases and other specialized software.

I believe my combination of experience and skill- set make me an ideal candidate for this role. I am excited about the opportunity to bring my dedication and enthusiasm for customer service excellence to [Company Name] and to help your business reach the next level.
I would be grateful for the opportunity to discuss my credentials and qualifications in more detail. Please contact me at your earliest convenience to arrange an interview.

Thank you for your time and consideration.

Sincerely,
Your Name[image: horizontal line]
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