


Jenny Austin
Customer Service Receptionist
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 enthusiasm for the Customer Service Receptionist position at [Company]. With my diverse experience, excellent customer service skills, and commitment to providing outstanding service, I am confident I can make a significant contribution to your organization.
I have five years of proven experience providing customer service in a variety of settings. As the receptionist for a busy medical clinic, I am constantly fielding calls, scheduling appointments, and providing information to clients. I take great pride in helping customers resolve issues quickly and professionally. My excellent phone etiquette and interpersonal skills enable me to confidently handle escalated situations, manage difficult customers, and build relationships with clients.
In addition to my customer service experience, I am fluent in Spanish, which has enabled me to serve an even larger customer base.
I am an enthusiastic and hardworking individual who enjoys working in a customer service environment. In my current role, I have helped the clinic exceed customer satisfaction goals and develop a better customer service experience. I am certain that I can bring the same level of dedication and success to your organization.

Sincerely,

Your Name[image: horizontal line]
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