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[July 8, 2022]
 
[Ms. Rebecca Adams]
[World Telecommunications]
[123 Main Street Chicago, IL 60622]
[212-653-8972]
[r.adams@worldtelecommunications.com]
 
Dear Ms. Rebecca Adams

I’m writing to you regarding your company's Customer Service Representative opening. I’ve been working as a Telephone Sales Executive at Telemarketer Auto Insurance USA for more than 2 years and have developed impeccable phone manners, and an ability to deal with agitated or distressed customers. I’m accustomed to working on multiple projects simultaneously, and I can offer new ideas to help your company grow and surpass all goals and objectives.
 
My relevant experience includes the following highlights: 
 
· Making 60 cold calls a day to businesses and private individuals to solicit sales of goods and services 
· Implementing a new sales strategy that reduced training expenses by 30% and increased the close ratio by 10% within 3 months
· Maintaining an average 95% customer satisfaction rating 
 
My experience at Telemarketer Auto Insurance USA has helped me improve my leadership skills, allowed me to gain organizational skills, and provided me with extensive knowledge of how to upsell services and goods to potential clients. I’ve also worked at Parade Hotel as a Front Desk Clerk, providing information to guests in a 150+ room hotel. Additionally, I trained and supervised 6 new staff members.
 
I’m looking forward to discussing my qualifications with you in more detail soon. I feel confident that I fulfill the requirements for your open Customer Service Representative position. Thank you for your time and consideration.

Sincerely,

Benjamin Williams
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Dear Job Seeker,
We recently updated all of the cover letter templates on ResumeGenius.com to reflect the most recent HR and hiring trends. 

Our goal is to give our users the best chance at landing job interviews, and our templates are a major part of how we aim to accomplish this goal. 

Each of our newly designed and re-designed templates were built specifically to bypass the Applicant Tracking System software companies use to filter out candidates, and are formatted to be visually pleasing and easy to read.

But while our cover letter templates take the pain out of formatting and provide a strong foundation for your own cover letter, it takes effective writing to win over the hearts of employers, hiring managers, and recruiters.

If you’re still struggling to write your own cover letter, check out these free resources so you can put together a cover letter that showcases how you’re the best person for the job:

·     Cover letter builder
·     How to write a cover letter
·     Cover letter examples

Once you’ve written a great cover letter, pair it with a convincing resume by using a matching resume template. Here are a few resources to help you write a resume that gives your application the edge it needs to land you the interview:

·     Resume builder
·     How to write a resume
·     Resume examples by industry

Best regards, 
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