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16th February 2012 


 


Dear Mr Gordon 


 


I am writing to express my interest in the Solicitors position listed on www.dayjob.com. 


 


Since 2008, I have served as a solicitor for Acton Solicitors, where I have been repeatedly recognized 


for my legal services, competency in looking after a client’s interests and my professional conduct.  I 


am responsible for private client work including conveyancing, probate and wills, and also assisted 


with promotion and marketing activities. All of this experience has provided me with the opportunity 


to witness the critical role that solicitors play in ensuring justice for all parties in need of 


representation. 


 


I possess excellent verbal and written communication skills and a pleasant, assertive manner. Good 


at problem solving skills, I am able to handle a high workload am results orientated with a good 


commercial acumen. My skills along with a strong sense of professional integrity have contributed 


significantly to my past achievements. Over time I have learned to be both efficient and diplomatic 


and to handle a number of different tasks at the same.  


 


As a ambitious and capable individual I firmly believe that my expertise in almost every corner of the 


Legal profession would add significant value to a company as supportive of innovative solutions and 


the justice system as yours is. 


 


I would appreciate the opportunity to join an esteemed and reputable legal firm such as yours. Once 


you have had an opportunity to review my attached resume, please contact me if you have any 


questions or to arrange an interview. I look forward to speaking with you in the near future. 


 


Yours sincerely 


 


 


Mark Morrison 


LLB (Hons) 


 


 


Mary Higgins 


123, Made Up Street, Birmingham, B1 1AA 


T: 0044 121 638 0026, E: info@dayjob.com  


Anthony Brown 


Hiring Manager 


Dayjob Ltd 


120 Vyse Street  


Birmingham  


B18 6NF 


 


20th March 2012 


 


Dear Mr Brown 


 


I am writing to express my interest in your Customer Services vacancy which was advertised yesterday on 


the www.dayjob.com website.   


 


After reading the job description I feel that your needs and my abilities are a perfect match. With a 


consistent track record in achieving a broad range of goals throughout my career, I am convinced that I 


have the required skills and experience that would greatly benefit your company. I possess a variety of 


competencies that set me apart from other candidates. Chief amongst these is my ability to quickly 


establish a good rapport with customers, and my skill at increasing revenue through up-selling and cross-


selling promotions. 


 


Presently I am working in the Customer Service department of Richards Furniture Store. My time there has 


equipped me with a multitude of skills, including: 


 Helping customers find what they want and clearly explaining anything they need to know.    


 Developing superb judgement, diplomacy and tact when dealing with all customers.  


 Being able to quickly identify all sales opportunities.  


I have enclosed with this letter my CV for your review and consideration. From it you will be able to see 


that I have played a crucial role in professionally representing my current employer, and in building 


relationships with the company’s customers. However what my CV cannot illustrate is my self motivation, 


enthusiasm and ability to be a positive team player who is strictly adheres to all Standard Operating 


Procedures and company guidelines. 


 


Right now I am interested in expanding my professional horizons and in seeking new challenges in the 


world of Customer Service. I would greatly welcome the chance of an interview, where we will have an 


opportunity to discuss not only your company’s top priorities but also the performance you can expect 


from me. 


 


Yours sincerely 


 


Mary Higgins 



mailto:info@dayjob.com





 


 


Copyright information - Please read 


© This customer service cover letter example is the copyright of Dayjob Ltd 2012. Jobseekers may download 


and use this template for their own personal use to help them create their own covering letter. You are most 


welcome to link to this or any other page on our site www.dayjob.com. However this example must not be 


distributed or made available on other websites without our prior permission. For any questions relating to 


the use of this CV template please email: info@dayjob.com.   
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