


Jenny Austin
Data Clerk
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 excited to submit my application for the position of Data Clerk at [Company Name]. I am confident that my knowledge and experience in data entry, record keeping, and data analysis make me a strong candidate for this role.
During my five years of experience working in data entry, I have acquired a great deal of knowledge in the field and have been able to successfully manage complex databases. I am a detail- oriented individual who takes pride in ensuring accuracy in all my work. I am also a strong communicator with strong organizational skills and the ability to prioritize tasks.
I understand the importance of confidentiality when it comes to data entry and record keeping and am familiar with the relevant legal regulations. I am comfortable using computer systems such as IBM SPSS, Microsoft Excel, and Oracle Database. Furthermore, I am able to work independently and as part of a team and I am comfortable working in fast- paced environments.
I am confident that I can make a significant contribution to [Company Name]. I would welcome the opportunity to discuss my skills and experience in more detail.
Thank you for your time and consideration.

Sincerely,
Your Name[image: horizontal line]
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