
[Your Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Hiring Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip]  

Dear [Hiring Manager's Name],  

I am writing to express my enthusiasm for the Customer Service 

Representative position at [Company's Name] as advertised [where you 

found the job listing]. With [number] years of experience in customer 

service and a strong record of achievements, I am confident in my ability 

to contribute effectively to your team. 

In my previous role at [Previous Company Name], I successfully managed 

customer inquiries and handled complaints effectively, leading to a 

[specific percentage]% improvement in customer satisfaction scores over 

[specific time period]. My commitment to providing exceptional service 

helped my team achieve recognition as "Team of the Month" for three 

consecutive months due to our outstanding performance metrics. 

Additionally, I spearheaded a project to streamline the customer feedback 

process that resulted in a [specific percentage]% increase in feedback 

response rates. This initiative not only enhanced our service quality but 

also fostered a culture of continuous improvement within our department. 

I am particularly drawn to [Company's Name] because of [specific reason 

related to the company or its values], and I admire your commitment to 

[specific aspect of the company]. I am eager to bring my background in 

customer service and my proven track record of exceeding customer 

expectations to your team. 

Thank you for considering my application. I look forward to the 

opportunity to discuss how I can contribute to the continued success of 

[Company's Name].  

Sincerely,  

[Your Name] 


