
Cover Letter for Customer Service Position 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your 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 [Job Board/Company Website]. With a strong passion for providing excellent 

customer experiences and a commitment to helping others, I believe I would be a valuable 

addition to your team. 

During my time at [Previous Job/Internship], I developed strong communication skills while 

assisting customers with their inquiries and ensuring their satisfaction. I am adept at handling 

difficult situations with a calm and friendly demeanor, and I thrive in fast-paced environments. 

My ability to work collaborativey within a team allows me to contribute effectively to meeting 

company goals. 

I am excited about the opportunity to bring my skills to [Company's Name] and help enhance 

your customers' experience. Thank you for considering my application. I look forward to the 

opportunity to discuss my qualifications further. 

Sincerely, 

[Your Name] 


