


Jenny Austin
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 interest in the Service Representative position listed on [job posting website]. With my comprehensive customer service background and ability to quickly build rapport with customers, I am confident that I would be an excellent addition to your team.
As a Service Representative, I am accustomed to answering customer inquiries, handling customer complaints, and resolving customer issues. In addition, I have a knack for quickly understanding customer needs and providing personalized service. I have a proven record of providing a consistently high level of customer satisfaction.
In my current role at [Company], I have had the opportunity to support customers from around the world. I have also established positive relationships with clients by providing them with friendly, timely, and accurate service. My excellent communication and problem- solving skills have allowed me to resolve customer issues efficiently and effectively.
I am confident that my experience and abilities in customer service make me a great fit for the Service Representative position at [Company]. I would appreciate the opportunity to discuss my qualifications in further detail. Please don’t hesitate to contact me to arrange an interview.
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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