Customer service cover letter checklist

L1 Title: Clearly state the position you're applying for.

L1 Contact information: Include your name, phone number, email address, and location if

relevant.
1 Professional salutation: Address the hiring manager by name whenever possible.
[ Introduction: Briefly explain your interest in the role and why you're a strong candidate.

L1 Relevant skills: Highlight customer service, communication, problem-solving, and

technical skills related to the position.

1 Work experience: Include examples of previous customer support responsibilities and

achievements.

1 Qualifications: Mention certifications, training, or accomplishments that strengthen your

application.

L1 Closing paragraph: Reaffirm your interest in the role and thank the employer for their

consideration.

L] Attachments: Ensure your resume and any supporting documents are included.
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