From
Sandra Carter 
345 Beale St # 364
Memphis
Tennessee, 
Unites States of America
(919)-345-4676
sandracarter@coverletter.com

August 9, 2011

To
Jason Edwards
Hiring Manager
Steel Group of Company
345 Maple Street, Murfreesboro
Tennessee
United States of America

Dear Mr. Edwards,

This is to inform you that I am interested to work in your organization for the position of customer service coordinator. I learned about the job at Mid Day Week which was posted in 3rd of August. As requested, I have enclosed my resume with this letter to know further details.

I have worked in Sun Corporation as a senior customer service coordinator for the past five years. My management skills and good experience in service industry makes me an ideal candidate for the job. My key role in my previous work place was to provide administrative support and assist other functions of the call center. I can assist account managers and take other responsibilities of management as well. My main carrier goal is to provide high level of customer service and bring maximum profit to the organization. I have good communication skills and can interact well with customers. I can handle complaints, give instant solutions about the company's products and the services provided. I am calm person, undertake work pressure and capable of completing my work in time. Apart from this, I have trained many freshemen and can motivate them. My decision making skills, responsibility, attitude and ability to prioritize things can ideally fit this job role.

I hope my letter could convince you that I am capable to carry out the role of customer service coordinator in your organization. You are always welcome to call me at (919)-345-4676 or e-mail me sandracarter@coverletter.com.

Thank you so much for reading my letter and considering me for the post.

Sincerely,
Sandra Carter
Attachments: Resume and Work Experience Certificates
