[Your Full Name]

[Your Phone Number]

[Your Email Address]

[Your LinkedIn Profile - Optional]

[Date]

[Hiring Manager Name]
[Company Name]
[Company Address]

Dear [Hiring Manager Name],

I am writing to express my enthusiastic interest in the Customer Service Assistant position at
[Company Name], as advertised on [Where you saw the job post]. As a motivated individual
with a strong foundation in [mention a relevant skill like communication or problem-solving], I
am eager to contribute to your team's reputation for excellence in customer care.

Although I am at the beginning of my professional career, I have developed key transferable
skills through [mention education, volunteer work, or a specific project]. My experience in
[mention a specific activity] has taught me how to handle inquiries efficiently, remain calm
under pressure, and ensure that every interaction results in a positive outcome. [ am particularly
drawn to [Company Name] because of your commitment to [mention a company value or
product].

In my previous roles as a [mention any role, even non-professional], I was recognized for:

e [Key Skill 1: e.g., Resolving conflicts with a positive attitude]

e [Key Skill 2: e.g., Managing multiple tasks in a fast-paced environment]

o [Key Skill 3: e.g., Learning new software systems and processes quickly]
I am confident that my work ethic and dedication to customer satisfaction make me a strong
candidate for this role. I am eager to bring my energy to your team and help [Company Name]

maintain its high standards of service.

Thank you for your time and consideration. I look forward to the possibility of discussing how
my background can support your customer service goals.

Sincerely,

[Your Name]



