Dear Mr. Fox:
Upon review of your posting for a Finance Assistant, I hastened to submit my resume for your review. With my solid understanding of financial and accounting support gained throughout my educational and professional background—as well as my comprehensive abilities in general business administration and team collaboration—I feel confident that I would significantly benefit your company.
Having recently achieved my Bachelor of Arts degree in Finance this past May, I have acquired a breadth of knowledge and skills in subjects including financial management, accounts payable / receivable, budget planning, and cost reduction. Additionally, I have worked for the past year and a half as an Assistant at Halwell & Co., assisting senior finance management with processing payments and monitoring production spending. With a strong foundation in the basic principles of finance, my complementary communication and time management abilities position me to thrive in this challenging field.
Highlights of my background include:
· Demonstrating strong abilities in various financial tasks, including payment distribution, account reconciliation, fixed assets review, supplies management, and general administrative duties in support of company’s CFO and Controller.
· Excelling as a productive team player, communicating ideas and information and delivering articulate and concise presentations and reports.
· Achieving proficiency in financial research and in-depth data analysis.
· Utilizing organizational, interpersonal, and motivational skills to generate top results and performance levels; achieving proficiency in Microsoft Word, Excel, PowerPoint, SAP, QuickBooks, and Access.
With my experience in finance acquired through both my professional and academic background, coupled with my enthusiasm and dedication to achieving success, I believe I will swiftly surpass your expectations for this role. I look forward to discussing the position in further detail.
Thank you for your consideration.
Sincerely,
Sarah J. Weathers

