


Jenny Austin
Help Desk Coordinator
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 Help Desk Coordinator with [company name]. With more than seven years of experience in customer service and technical support, I am confident that I am the ideal candidate for the role.
My work as a Technical Support Representative for [company name] for the last four years has given me invaluable insight into the challenges and solutions of help desk operations. In this role, I have provided technical support to customers and coworkers, troubleshooted complex technical issues, and conducted in- depth research into software and hardware solutions. I have also responded to customer inquiries, tracked internal service tickets, and provided status updates to customers.
Additionally, I have experience managing help desk teams. I have trained and coached new technical support representatives, established and monitored service levels, and created detailed process documentation. I have also worked with our IT department to install and configure hardware and software as needed.
I am committed to providing exceptional customer service and technical support. I am also dedicated to maintaining a high level of accuracy and efficiency when troubleshooting technical issues. I have excellent communication and problem- solving skills, and I am confident that I would be an asset to your team.
Thank you for your time and consideration. I look forward to hearing from you and discussing how I can contribute to your help desk operations.

Sincerely,
Your Name[image: horizontal line]
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