


Jenny Austin
Senior Customer Service 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 keen interest in the Senior Customer Service Representative position at [Company Name]. With over 10 years of experience in customer service and customer relations, I am confident that I can make a significant contribution to your team.
I have a proven track record of improving customer experience and satisfaction scores. In my current role, I’ve implemented a customer satisfaction survey that has led to a 30% increase in customer retention. Additionally, I am well versed in problem- solving, trouble- shooting, and managing customer complaints.
I am highly organized and have exceptional communication skills. I always maintain a professional demeanor and enjoy interacting with customers. I understand the importance of creating a positive customer experience and strive to go above and beyond to meet customer needs.
I am confident that my skills and experience make me an ideal candidate for the Senior Customer Service Representative position. I would welcome the opportunity to discuss my qualifications in more detail and look forward to hearing from you soon.

Thank you for your time and consideration.

Sincerely,

Your Name[image: horizontal line]
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