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Elaine Millar
Human Resources Manager
ABC Company
10 Industry Place
New York, NY 10021
Dear Mrs Millar
In response to the job posting on ABC website, please consider my resume in your search for an Accounting Clerk. I am confident that my relevant experience in a high volume environment makes me an excellent match for this position.
Please allow me to highlight my capabilities as they relate to your stated requirements.
· Proven track record as a reliable, dedicated team player who consistently and accurately meets deadlines in a demanding environment
· First-rate organizational skills together with high quality decision-making ensures efficient completion of multiple and varied accounting tasks
· Able to use well-developed problem-solving and analysis skills to satisfactorily resolve payment and receivable issues
· Strong customer service and communication skills result in effective collaborative working relationships
· Solid computer skills including Excel, MS Word and Database
In the X years I have worked as an Accounting Clerk I have proved myself to be a capable, hard working and enthusiastic employee. I believe that I would be a valuable asset to your accounting department and would welcome the opportunity to meet with you for an in-depth interview.
Thank you for your review and consideration. I look forward to hearing from you soon.
Sincerely
Jane Jobseeker

