


Jenny Austin
Switchboard Operator
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 Switchboard Operator. As an experienced, motivated and professional individual, I am certain that I possess the qualifications you are looking for.
As a Switchboard Operator, I have extensive experience providing excellent customer service to callers, and I am adept at operating multiple lines and systems. I am also knowledgeable in a variety of software applications, and I am able to provide support for all incoming calls. I am a patient, organized, and reliable individual, and I am comfortable managing multiple tasks concurrently.
I have an excellent track record of providing prompt and professional service to all callers. I am also able to respond quickly and accurately to inquiries, and I have strong problem- solving skills that ensure I can effectively handle any situation that arises.
I am eager to bring my extensive experience to your organization. I believe that I have the drive and skills needed to make a positive contribution to your team. I am confident that I can be an asset to your company, and I am available for an interview at your convenience.
Thank you for your time and consideration.
Sincerely,

Your Name
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