Vonda Rider
1 Main Street, New Cityland CA 91010
Home: (555) 322-7337
example-email@example.com
RE: Data Entry Clerk, REF# 105-2, August 15, 2014
Dear Peter Briggs, Esq.,
I write in response to your ad seeking a Data Entry Clerk at Briggs & Button Associates. As a highly competent Data Entry Clerk, I would bring a friendly attitude, flexible schedule, and fast-paced typing abilities to this role.


In my current position, I maintain an exceedingly functional environment while performing data entry, account reconciliation, and database maintenance. I have a knack for problem solving and work well independently and with little oversight. I respond to requests from colleagues and clients in a timely manner and am adept at prioritizing multiple ongoing projects.


Additionally, I have proficiency in Labor Management Software, MS Office, and computer technologies, as well as an outstanding ability to type 86 WPM without errors.


I am a self-starter and excel at written and verbal communication and possess a keen eye for details. As a part of the team at Briggs & Button Associates, I hope to serve your legal clients as expediently and professionally as your track record confirms you do.


My resume and references are attached.
Sincerely,
Vonda Rider

