
Cover Letter for Customer Service 

Representative 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Customer Service Representative position listed at 

[Company Name]. With my strong communication skills and a passion for helping others, I 

believe I would be a valuable addition to your team. 

During my previous role at [Previous Company Name], I developed a strong ability to resolve 

customer issues promptly and effectively. I consistently received positive feedback from 

customers and supervisors, contributing to a [specific achievement, e.g., 20% increase in 

customer satisfaction ratings]. 

I am particularly impressed with [Company Name]'s commitment to customer satisfaction and 

innovative approach to [specific aspect related to the company]. I would love the opportunity to 

contribute to such a dynamic organization. 

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

skills and experiences align with the needs of your team. I am available for an interview at your 

convenience. 

Sincerely, 



[Your Name] 


