John Candidate
123 Main St.
Anytown, USA 55555
(111) 222-3333
jcandidate@hotmail.com

Date

Dear Mr. Smith,

I learned recently about the customer service opportunity with Acme Company, and I’m writing to express my interest. Your company’s reputation in the widget field is exceptional, and in my previous experience with your supplier Spacely Sprockets, I was always impressed. Based on the job ad you posted on widgetjobs.com, I believe my qualifications for your position align well with what you are looking for. Based on the 3 key requirements you outlined, here’s what I have to offer:

Technical Expertise. A degree in structural engineering served me well in 10 years of customer service at Spacely Sprockets. I was able to communicate easily with engineers, fabricators, and purchasing agents, and I was often commended for understanding their technical concerns.

Inside Sales. I well understand that customer service reps play an integral role in retaining loyal customers and converting support inquiries into sales. I won Spacely’s “top dog” award for inside sales seven of the 10 years I worked in customer service, with annual sales typically in excess of $500,000.

Work Ethic. In 10 years at Spacely, I never missed a day of work. I have a letter of commendation from my manager specifically saying I was his “hardest working customer service rep.”

You will find my resume attached. I would welcome a chance to further discuss what I can bring to Acme. I can be reached at your convenience, at the contact information provided above. Otherwise, I will give you a call next Tuesday morning to follow up.

Sincerely,

John Candidate
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