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your.name@gmail.com | (XXX) XXX-XXXX
142 Your Address Blvd, City Name, CA XXXXX






[Today’s Date]

[bookmark: _GoBack][Hiring Manager’s Name]
[341 Company Address]
[Company City, State xxxxx]
[(xxx) xxx-xxxx]
[hiring.manager@gmail.com]

Dear [Mr. /Mrs. /Ms.] [Manager’s Name],

Please accept my application for the Senior Sales Representative position on [Website’s Name]. After reading the job description, I am confident that I would be a perfect fit for this role, as my experience and abilities precisely match your requirements.

I am a sales-oriented professional with expertise in client relationship management, customer satisfaction and retention, and people management. I possess astute business knowledge, and I have experience contributing to strategic planning while delivering improvements in processes, productivity, and costs. As a Sales Manager for Long & Thompson Real Estate, I currently supervise a sales team of 7 members, maintain profit objectives, and analyze future trends.

In all the roles that I have held, I have fostered strong relationships with customers and strategic associates. Working as a Sales Assistant with TRP Insurance Company, I exceeded all my targets. I simultaneously gained respect from staff and management through effective communication and liaison. I was awarded an “Outstanding Achievement’’ trophy for my willingness to perform an active and hands-on role in every duty associated with the position.

My references will be happy to discuss my positive attitude and strong work ethic.
Thank you for your time. I look forward to discussing my application further in an interview.

Sincerely,

[Your Name]


































[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Dear Job Seeker,

PLEASE note that you *must* install the font files to make this cover letter template work perfectly. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.

If you’re struggling to write your cover letter, don’t worry. You’re in good company – everyone struggles with it. For a high quality cover letter that will land you employment, we recommend consulting the certified experts at Resume Writer Direct. (Yep, they can also help you with your resume!)
Or, here’s some other content that might help you finish your cover letter.
· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry

Oh, and by the way, you’re also going to need a resume.
· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry
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