


Jenny Austin
Assistant Buyer
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com[image: horizontal line]
4th September 20XX

Dear [Hiring Manager],
I am writing to apply for the Assistant Buyer position at [Company Name]. I am excited to bring my passion for purchasing and supply chain management to your team.
For the last four years, I have worked as an Assistant Buyer at [Previous Employer], where I have taken on increasing responsibility. During my time there, I have handled supply chain operations, negotiated contracts, and worked with vendors to find the best prices for the best products.
I believe that my experience in purchasing and data analysis make me the perfect candidate for this position. I have a keen eye for detail and an ability to make decisions quickly and accurately. I am also very adept at managing multiple projects simultaneously, and I have excellent written and verbal communication skills.
I am confident that I can be an asset to your team. Please contact me to arrange a time for us to discuss my candidacy further. I look forward to hearing from you.
Thank you for your consideration.
Sincerely,
Your Name
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