Sample Customer Service Administrator Cover Letter
Your name:
Address:
Contact details:
Email Address:

Date: MM/DD/ YYYY
Recruiter's Name: Designation:
Company's name:
Address:
Dear Mr. /Ms. (Recruiter's Last Name),

I was pleased to learn about the job opening in your organization/ company for the position of customer service administrator. I feel my qualifications and experience can be a perfect match for the job post. I have attached my resume along with this letter that will give you detail information on my work and educational background.

I am currently working with (mention the name of your company) as a customer service administrator. I have competed five years in this company and have a broad experience in administrating customer service. Here my key role was to interact with the person concerned through email, phone or sometime meet the person concerned and help with the problems. These problems are related to purchase orders and put a tract of their orders. Apart from this, I promote the communications of the organization and maintain professional alliances with the customer. If there was any need, I included getting management support. I am good at multitasking and this includes typing invoices, file reports, respond to phone calls and email. I can handle numerous duties, which can change on daily basis. I posses excellent office skills and have an excellent written and verbal communication skills. I have a good knowledge on sales related software and programs. I can build a good customer relationship and bring good revenue to your company.

I would welcome an opportunity where I can meet you and discuss more on this. I can be contacted at (insert contact details) or you can drop me an email at (mention your email address).

Thank you so much for considering my letter for the position.

Sincerely,
Your name:
