


Jenny Austin
Phone Representative
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 Phone Representative at [Company Name]. I am certain that my customer service experience, communication skills, and enthusiasm for success make me an ideal candidate for this position.
As a highly driven phone representative with more than 5 years of experience in the customer service industry, I understand the importance of providing quality customer service. I am used to customer contact through telephone and email, and have the ability to keep conversations professional and productive. My positive attitude and customer- centric approach have been highlighted in customer reviews and surveys.
In my current position, I am responsible for helping customers with their orders, providing product information, and resolving customer complaints in a professional manner. I have also developed a sound working knowledge of the company’s products and services, which has allowed me to become a reliable source of information for customers.
My excellent interpersonal skills, customer service skills, and telephone etiquette make me an ideal candidate for this position. I am confident that I can bring my enthusiasm and customer service experience to the table and become an asset to your team.
If you would like to discuss my qualifications in more detail, please do not hesitate to contact me. I look forward to hearing from you soon.

Sincerely,

Your Name
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