

Dear Ms. Anderson,

I am writing to apply for the Accounting Assistant position with Worldwide Steel. I am an accounting professional with over seven years in the financial management field. In my current position as Accounting Assistant for ServiceMax Inc. I handle a number of accounting responsibilities including invoicing bookkeeping and payroll. I have a thorough understanding of all necessary accounting procedures. In addition I am familiar with accounting software and other office programs.

Highly organized with excellent analytic abilities I am proficient at remaining on-task and completing projects in an efficient manner. My past supervisors have praised my turnaround time and ability to turn in assignments with accuracy before deadline. I would love to put my talents to work at Worldwide Steel as your new Accounting Assistant.

I am confident that I would make an outstanding addition to your accounting team. Please feel free to contact me at your earliest convenience to arrange an interview for the Accounting Assistant position. I look forward to hearing from you and thank you in advance for your time and consideration.

Sincerely,

Noah Lee


