
EXAMPLE STANDARD LETTER 

Susan Walker 

30 Greenway Street 

Chippenham 

SN16 2AH 

 

Mobile 07908 929195 

Bumblythebee@hotmail.co.uk 

 

18/08/2021 

 

To The Manager  

94 Marshfield Street  

Chippenham 

SN16 3JR 

 

Dear Sir 

I am writing to apply for the position of Customer Service Assistant as advertised on uk.indeed.com 

I have been to the Hot Cat Cinema on many occasions. I look forward to the experience as the staff are 

always approachable and professional to the public. I am certain that working here will be highly enjoyable 

experience.  

From 2019 to 2021, I have worked as a mail room clerk at ‘We Answer Ltd’, Chippenham. I was 

responsible for opening and distributing all the mail to the relevant departments within the company.  

Integral to this, was the necessity to total and collate mail orders into batches.  Good time management is 

needed to do this effectively. Each department within the company needs to access the data entry quickly to 

inform the warehouse in time for deliveries to get to the customer. 

Keying mail orders onto the system can be time consuming. An efficient, organised, approach is essential.  It 

is a responsible position involving good numeracy to facilitate financial transactions. Mistakes cannot be 

made, and I always tried to do this without rushing and completing the work within accepted timeframes to 

accommodate the needs of others. Furthermore, I found innovative ways to count envelopes quickly. 

Security was important.  At the end of each shift, order payments had to be stored safely and outdated 

mailing and catalogue requests needed to be periodically shredded. 

In all my jobs, I have shown motivation, have a good sense of teamwork and effective communication skills 

with both the public and my co-workers.  These have been important prerequisite attributes as post opener 

and data entry clerk and in my voluntary capacity serving customers at Sainsbury’s Supermarket. 

In support of my application, I have attached a copy of my CV.   I would enjoy having the opportunity to 

discuss my application with you and how I could use my skills as your customer service assistant.  

Thank you for considering my application. I look forward to hearing from you. 

Yours sincerely 

Susan Walker  
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