Your Street Address
City, State, and ZIP Code

(Insert Date)

Ms. Smith, HR Manager
Insert Any Company
Insert Any Address
Insert Any City, State 00000-0000


Dear Ms. Smith:

I want to thank you for taking your time to interview me yesterday for your customer service position. The opportunity we discussed is of really great interest to me. I will be completing my Business degree this year (April 2014) and have a very strong interest for the customer service arena, my schooling has taught me well dealing with customer satisfaction.

Just to compare, I took the liberty of highlighting my specific qualifications for the position we discussed:

	Your requirements

• Customer oriented approach


• Must show potential



• Must show initiative

• Willing to learn and work in different areas
	My qualifications

• Experienced college formal training in customer service; I always appreciate meeting and then exceeding our customers expectations
• I have accomplished very high academic
  achievements and have been promoted twice at my present employment, all in an 18 month period
• Experience identifying ways to improve work
  processes and reduce errors
• I am also flexible and easily adaptable when it comes to adding on to my responsibilities and I like to assist as much as possible during peak periods


I have also developed a lot of teamwork plus leadership skills during my school activities. Here is an example, I am a member of our schools volleyball team. So learning the important values of working together to also achieve not only group goals but also the complete big picture of team goals.

Ms. Smith, I am extremely confident that I can become an excellent customer service rep in your company teaming up with the others I met during our interview, to help continue your companies success. Thank you for your consideration.

Sincerely, 

(hand written sig here)

Jane J Jones
