


Jenny Austin
Support Coordinator
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 apply for the position of Support Coordinator, as recently advertised on [Job Site]. With my strong background in customer service and administrative support, I am confident I am a great fit for this role.
For the last two years, I have worked as a Support Coordinator for a small company. My responsibilities included managing customer inquiries, taking orders and resolving customer issues. I quickly developed an in- depth understanding of our products and was able to provide prompt and accurate responses to customer inquiries. I was also responsible for maintaining customer records, ensuring accuracy and accuracy of data.
I am very skilled in customer service, as well as problem solving and communication. I have a great ability to prioritize and manage multiple tasks in a fast- paced environment. I am also very organized and proficient in the use of various software programs, including Microsoft Word and Excel.
I am excited about the opportunity to be a part of your team and contribute to your success. I would welcome an interview to discuss further the qualifications and value I can bring to the position.
Thank you for your time and consideration.

Sincerely,
Your Name[image: horizontal line]
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