


Jenny Austin
Contracts Coordinator
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 Contracts Coordinator which you recently advertised. As a highly motivated and organized individual with over seven years of experience in contracts coordination, I am confident that I am the ideal candidate for this role.
As my CV outlines, I have a solid understanding of contracts administration and management. My experience includes advising on contract terms, negotiating and controlling contracts, and ensuring that all parties comply with their obligations. I have worked in a range of industries and have excellent problem solving skills. I am able to anticipate potential problems and take proactive steps to ensure they are avoided. Additionally, I have experience of developing and applying strong internal systems, processes and procedures to ensure the smooth running of contracts.
I am a self- motivated and enthusiastic team player who is able to work on own initiative and can manage multiple projects simultaneously. I am also used to working in a fast- paced environment and can adapt quickly to changing priorities.
I am available for an interview at your convenience and I look forward to discussing my application further.
Thank you for your time and consideration. I look forward to hearing from you soon.

Sincerely,
Your Name[image: horizontal line]
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