Nelson Anderson
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com

Dear Mr. Franklin,
I am writing to apply for the Customer Service Agent position with Franklin Bottled Water Service. I am a client relations professional with six years of experience in face to face customer service work. In my current position as Customer Service Agent with Davis Car Rentals I answer telephones assist customers in making car rental reservations answer questions input data into the computer and maintain files. I have an excellent phone voice and a pleasant demeanor; I enjoy interacting with customers.
I know my way around an office and am very organized with good time management. I think quickly and have good problem solving skills which allow me to address customer complaints or issues in a professional manner and assist them in coming to a resolution. I have been complimented by past supervisors for my grace under pressure and the way in which I can satisfy even the most unhappy client. I would love to contribute my skills and personal attributes to the friendly staff at Franklin Bottled Water.
I know you will find my knowledge of customer service techniques to be a good fit for your company's needs. I hope to hear from you soon regarding an in-person interview so that I can further discuss how I can be an asset as your newest Customer Service Agent. Thank you for your consideration.
Best,

Nelson Anderson
