


Jenny Austin
Telephone 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 apply for the position of Telephone Operator at [Company Name]. With my background in customer service and experience as a telephone operator, I am confident that I would make an excellent addition to your team.
Over the past five years, I have worked in customer service for various companies, providing customers with assistance over the phone. During this time, I have developed strong communication and problem- solving skills, enabling me to resolve customer concerns quickly and efficiently. In addition, I am an organized and detail- oriented individual, which allows me to work quickly and accurately.
As a telephone operator, I am comfortable with handling a high volume of calls while maintaining a friendly and professional demeanor. I have extensive knowledge of different telecommunication systems and possess the ability to quickly learn new software. In addition, I have a strong understanding of customer service best practices.
I am confident that I have the qualifications necessary to be a successful telephone operator. I am eager to discuss my qualifications in more detail and am available for an interview at your convenience. Please do not hesitate to contact me if you have any questions.
Thank you for your consideration.

Sincerely,

Your Name
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