
Internship Application for Client Relations 

Role 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my interest in the Client Relations Internship position at [Company's 

Name] as advertised on [where you found the internship]. With a strong educational background 

in [Your Major/Field] and hands-on experience in customer service, I am eager to contribute to 

your team while gaining valuable insights into client relationships. 

During my studies at [Your University], I developed strong communication and interpersonal 

skills, which I believe are essential for a role in client relations. My previous internship at 

[Previous Internship/Job] allowed me to interact with clients directly, enhancing my ability to 

address their needs and concerns effectively. 

I am particularly attracted to this internship opportunity at [Company's Name] because of 

[specific reason related to the company or its values]. I am confident that my proactive approach 

and dedication to fostering positive client experiences would make me a valuable addition to 

your team. 

I am looking forward to the opportunity to discuss my application in more detail. Thank you for 

considering my application. I hope to hear from you soon. 

Sincerely, 

[Your Name] 


