


Jenny Austin
Service Assistant
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 position of Service Assistant at [Company].
I come to you with a Bachelor’s degree in Business Administration and two years of experience as a Service Assistant. In my current position at [Company], I provide excellent customer service to guests, by answering questions, demonstrating equipment, and assisting with check- in and check- out procedures.
I am an organized, detail- oriented individual and I am confident that I can bring my dedication and enthusiasm for customer service to your organization. I am proficient in Microsoft Office and I have a strong ability to multi- task. I am also highly experienced in resolving customer complaints in a courteous and efficient manner.
Moreover, I have a strong understanding of hospitality industry operations and the ability to work well under pressure in a fast- paced environment. I am a team player and I always strive to ensure that the customer’s needs are met.
I am excited at the prospect of joining your team and I look forward to discussing my qualifications in more detail. Thank you for your time and consideration.
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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