


Jenny Austin
Service Manager 
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 Service Manager position at [Company]. With nearly [Years] of experience in management and service roles, I believe I can make a valuable contribution to your team.
As the Service Manager of [Previous Company], I managed a team of [Number] and was responsible for providing exceptional customer service to clients. I was able to ensure that customer issues were addressed in a timely and efficient manner, leading to a 95% customer satisfaction rating and fewer complaints. Furthermore, I was able to implement a more efficient system for tracking customer inquiries, resulting in an increase in customer retention.
In addition to my management experience, I have extensive experience in training and development. I often held staff training sessions to ensure that everyone was up to date on the latest customer service techniques. I also developed processes and procedures to ensure that all customer interactions were handled in the most effective way.
I believe I have the skills and experience necessary to excel in this role. I am confident that I can provide the highest level of customer service, as well as ensure that all processes are operating in the most efficient manner.
I am excited about the opportunity to join [Company] and contribute to the success of the organization. I am happy to provide any additional information or answer any questions you may have.
Thank you for your consideration.

Sincerely,

Your Name[image: horizontal line]
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