Fara De La Pena
Customer Service Specialist

+123-456-7890 | hello@reallygreatsite.com 123 Anywhere St., Any City



Jun 1, 2030

Kit Bauwens
Hiring Manager Northern University
123 Anywhere St., Any City


Good day,

This cover letter is a three- or four-paragraph document to an employer explaining your interest in a customer service job. Use it to highlight your fitness for the advertised role.
Start by greeting the manager and thanking them for their time. Explain how you came across the job opening and why youʼre interested in the position.
Then, write a one-sentence hook that shows genuine enthusiasm for the company and the customer service role. Next, show youʼve done your homework by connecting a company value or initiative to your personal approach to engaging with customers.
As you write this letter, make sure to use clear and readable words. You want to come across as professional and approachable, but not overly formal.
Now, provide examples of why youʼre the right person for the job. Support your application with specific metrics and achievements that demonstrate your excellence in a customer service setting.

· Resolved 92 % of Tier-1 tickets within 24 hours, raising the teamʼs customer satisfaction score to 4.8/5
· Another here
· Another here

Finally, provide your contact information and how you prefer to be reached. Offer to meet with the reader at their earliest convenience. Thank them for their time and attention, and let them know that you look forward to hearing from them soon.

Yours sincerely,

Fara De La Pena
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