


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

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the position of Computer Operator, as recently advertised.
I have five years of experience working in a computer lab, and I believe I am the ideal candidate for the role. My understanding of the inner workings of computers and my experience troubleshooting and helping others use their computers make me an ideal choice for this role. I have a thorough knowledge of both Windows and Mac operating systems, as well as a number of widely used software programs. I am an expert in data entry, and I know how to maintain accurate records and computer databases.
I have excellent customer service skills, and I work well with others. I am highly organized and can handle multiple tasks efficiently. Additionally, I am familiar with online learning management systems, and I am comfortable training others to use those systems.
I am confident in my ability to perform the duties of a Computer Operator, and I am excited at the prospect of joining your team. I am eager to show you what I can do and how I can contribute to your organization’s success. Please contact me if you have any questions or would like to discuss this position further. I look forward to hearing from you.

Sincerely,

Your Name[image: horizontal line]
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