


Jenny Austin
Resolution Specialist
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 in response to your posting for a Resolution Specialist. With a Bachelor’s degree in Psychology and five years of experience in dispute resolution, I believe I am the right person for this position.
I have been a Resolution Specialist at [Company Name] for the past three years. In this role, I have been responsible for mediating disputes between clients and other companies, as well as providing customer service and helping to build positive relationships. I specialize in customer service, problem- solving and communication, which I believe are essential for any Resolution Specialist.
In addition, I am an excellent listener and communicator, with the ability to recognize and understand disputes. I am well- versed in resolving all types of disputes, from interpersonal to legal, and am adept at finding creative solutions to difficult situations.
My understanding of the psychology behind conflicts and dispute resolution, as well as my strong customer service background, makes me an ideal candidate for this position. I look forward to meeting with you and discussing how I can 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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