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[Today’s Date]

[Hiring Manager’s Name]
[4701 Company Address]
[Company City, State, xxxxx]
[(xxx) xxx-xxxx]
[hiring.manager@gmail.com]

Dear [Mr./Mrs./Ms.] [Manager’s Name],
I’m writing to you regarding the Assistant Customer Service Manager job opening I recently discovered on Indeed.com. I have over 9 years of related work experience in retail, and while I’ve spent the last 3 years working from home as an online retailer, I still believe my professional background and skill set is perfect for [COMPANY NAME] and its in-house Assistant Customer Service Manager position. 
For the past three years I’ve been raising my first child while also running my own online clothing store, Private Practice. This business has done an average of $10,000 in sales per month. As the retailer and manager, I marketed the company through a number of channels, including social media, Internet forums, and my own networks. I also handled all consumer questions and needs, and was continually researching ways to make my business better — whether by reading about customer relations etiquette, or seeking new products to sell. 
Before this remote job, I worked as a customer service representative at Shoqwick for over 3 years. I provided service over the phone and in person, worked with multiple departments to fulfil consumer requests, and spearheaded a new standard operating procedure for merchandise returns that decreased customer complaints by 15 percent. This experience allowed me to learn what I needed to run a successful business of my own. Between these two positions, I’ve gained extensive knowledge about customer service, and also practiced managerial duties that I’ll be able to put to good use at [COMPANY NAME]. 
I’m confident that I have the work ethic, adaptability, and problem solving skills necessary to fulfil the role of Assistant Customer Service Manager at [COMPANY NAME]. I look forward to discussing the details of the position more with you. You can reach me by phone at (895)-555-5555, or via email at youremail@gmail.com. 
Sincerely,
[Your Name]
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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


Best regards, 
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