Customer Services Manager Cover Letter Template

	Billy T. Brown
	Customer Services Manager


112 Main Drive, All Township, P.A.  90101
(716)555-1212

January 7, 2018
Mr. Executive
Executive’s Title

987 Company
101 Company Street
New City, P.A. 90700
Dear Mr. Executive:

I have combined my top business school degree with operational skills in customer services inquiry, collections, and customer relationship building to help reduce hold times, decrease net write off by over $2.0 million and deliver superior customer satisfaction scores.  My personal drive and ability to meet scorecard targets have resulted in increasing levels of responsibility and an above average compensation package.
I am bringing to your attention my skills, achievements, operational experience and abilities for obtaining above average results in a challenging environment so that we can discuss my joining 987 Company as a senior member of your customers services department.

Major accomplishments include:

· As manager of credit and collections, revamped collections policies and procedures which resulted in a 20% decrease in accounts receivable over 90 days.
· As the head of the general inquiry center, worked to reduce agent shrinkage and average handle time.  Overall results included an increase in service level from 62% in 30 seconds to 85% of calls answered in 30 seconds while, keeping staffing levels flat.

· Reorganized entire inbound and outbound sales team based on a reprioritization study.  Overall close rate on inbound calls increased by 5% over 2010 levels.  Outbound results were even better, with a doubling of close rates with a halving of the outbound calls made to potential customers.

I look forward to our meeting to discuss how I can leverage my credit, inquiry and customer relationship skills to help deliver superior services to your customers at a reduced cost.

Sincerely,

Billy T. Brown
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