Frank Simon
566 Havana Ave
Rosemont, IL 78003
January 1, 2015
Mr. Kevin Vincent
HR Manager
SKY BRIDGE RESOURCES
550 Diversity Ave
Rosemont, IL 78003
 
Dear Mr. Vincent:
You require an individual with good typing skills who is also able to deal courteously with customers and has full command over data sorting, analysis and recovery procedures. Being an extroverted person and a graduate of statistics who is also proficient in all aspects of database management and data analysis, I believe you will find my candidacy highly suited for a Data Entry Clerk.
The results I can deliver in capacity of a data entry clerk stem from my data entry skills, customer-centered attitude and proven attention to detail. Well-versed in troubleshooting database software and highly proficient in spreadsheet entry and updating, I am also a great team player and have strong faith in the role of collective effort to get any job done. In addition to long term commitment and enthusiasm, I have working knowledge of various data entry software and a typing speed of 60 WPM with high level of accuracy.
I believe an opportunity to meet with you will prove to be highly beneficial since it will enable you to establish my candidacy for the position and give me a chance to demonstrate my viability as an ideal data entry clerk. Please call me to set up an interview date and time.
Thank you for your time and consideration. I look forward to hearing from you soon.
 
Sincerely,
(Signature)
Frank Simon
(003) 222-1111
frank @ email . com
Enc. Resume

