Lana White
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com
Dear Ms. Honeywell,

I am writing to apply for the Data Specialist position with Alpha Archival Systems. I am a data entry specialist with more than seven years of professional experience in secretarial and office work. In my current position of Data Specialist with Omega Music I transcribe hand written information from hard copy music materials into a computer database along with other duties such as transferring boxes of materials and taking inventory.

My attention to detail is extraordinary and I am able to spot errors with efficiency. I have strong communication skills both written and verbal and I am very comfortable with most commonly-used computer systems. I am a very fast and accurate typist at over 100 WPM. I am consistently praised by supervisors for my speed and accuracy as well as my consistent work ethic. It would be a pleasure to bring these traits to Alpha Archival Systems as a Data Specialist.

I know you will find me to be an ideal candidate for your Data Specialist opening. Please reach out by phone or email at a time that is convenient for you in order to schedule a face to face interview. I look forward to speaking with you and do appreciate your time.

Best,

Lana White

