


Jenny Austin
Support Specialist
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 Support Specialist position at [Company Name]. With my extensive experience in the customer service and technical support industry, I am confident my skills and abilities will be a great asset to your organization.
Having worked in the field for over five years, I have had the privilege of providing technical and customer service support to a wide variety of clients. My experience has allowed me to develop an in- depth understanding of different types of customer service software, hardware, and systems. I am well- versed in troubleshooting and resolving customer issues, as well as handling customer inquiries and complaints. I am also proficient in using various tools and methods to record and analyze customer feedback.
I am a highly organized, self- motivated individual, who is able to work independently or as part of a team. I have excellent communication and interpersonal skills, which have enabled me to build long- term relationships with customers, as well as maintain a high standard of customer service. I am also knowledgeable about IT processes, procedures and best practices.
I am confident my qualifications and experience make me the ideal candidate for the Support Specialist position. I am certain that I can make a positive and tangible contribution to your company. I look forward to hearing from you and discussing my candidacy in more detail.
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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