


Jenny Austin
Parts Counter
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 Parts Counter position at [Company Name]. With my experience in both customer service and parts management, I am confident that I can become a valuable asset to your team.
Throughout my career, I have gained extensive experience in both the customer service and parts management fields. I have worked as a Parts Counterperson for the last four years, providing customer service and troubleshooting parts issues. I have developed expertise in a number of automotive and motorcycle parts, as well as comprehensive knowledge of the operational and administrative requirements of the position. I have a keen eye for detail and a passion for providing efficient customer service.
I am adept at fielding customer inquiries, and I am efficient in researching and locating parts for customers. My strong ability to multi- task and prioritize conflicting demands is an asset that I bring to every job. Additionally, I have solid team- working skills and have a proven ability to work with others to ensure that customer expectations are met.
If given the opportunity, I am confident that I can become an important asset to your Parts Counter team. I look forward to discussing the position further and how I can contribute to [Company Name]. Thank you for your time and consideration.

Sincerely,

Your Name[image: horizontal line]
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