
Sample Letter for Bilingual Expertise in 

Customer Service 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Customer Service position at [Company's Name] as 

advertised on [where you found the job listing]. With over [number] years of experience in 

customer service and fluency in both [Language 1] and [Language 2], I am confident in my 

ability to effectively serve a diverse customer base and contribute positively to your team. 

During my previous role at [Previous Company Name], I successfully handled customer 

inquiries in both [Language 1] and [Language 2]. My responsibilities included resolving issues, 

providing product information, and ensuring customer satisfaction, which resulted in a [specific 

achievement, e.g., increase in customer retention]. My bilingual skills have always enabled me to 

connect with customers from different backgrounds, creating a supportive and friendly 

environment. 

Additionally, my strong communication skills and problem-solving abilities allow me to address 

customer concerns efficiently, resulting in a seamless customer experience. I am eager to bring 

my bilingual expertise and passion for excellent service to [Company's Name]. 

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

candidacy further. 

Sincerely, 

[Your Name] 


