


Jenny Austin
Copy Editor
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 Copy Editor at [Company Name]. As a detail- oriented professional with extensive experience in copy editing and proofreading, I believe I am an ideal candidate for this role.
My background includes seven years of copy editing and proofreading experience at both small and large organizations. I have extensive experience reviewing and editing manuscripts, press releases, web content, and other documents for accuracy, grammar, punctuation, and clarity. I have also managed and coordinated teams of copy editors and writers, ensuring that projects are completed in a timely, high- quality manner.
I am well- versed in multiple style guides and have a thorough understanding of the principles of copyediting. In addition, I have excellent communication and organizational skills, allowing me to quickly and effectively track and manage the progress of multiple projects simultaneously.
I am confident that I can make a valuable contribution to [Company Name] in this position. I would welcome the opportunity to discuss my qualifications with you in more detail. I look forward to hearing from you.
Thank you for considering my application. I look forward to learning more about this position and am excited to discuss how I could be a valuable asset to your team.

Sincerely,

Your Name[image: horizontal line]
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