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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I’m writing to apply for the position of Insurance Policy Administrator at [Company Name]. I’m confident that my experience in insurance industry makes me an ideal candidate for this role.
I have a Bachelor’s degree in Finance and have worked as an Insurance Policy Administrator for [X] years. During my time in this role, I have gained a deep understanding of the various policies and procedures related to insurance policies and claims. I have excellent communication and interpersonal skills, and I’m able to effectively collaborate with colleagues and clients. Additionally, I have an in- depth knowledge of insurance claims and policies, as well as experience with the administrative tasks related to these functions.
I’m well- versed in the use of various computer systems and applications and I’m highly organized and detail- oriented. I’m adept at troubleshooting and problem- solving to ensure that all paperwork is in order and that all policies are properly updated. My exceptional customer service skills enable me to provide exceptional service to clients and to provide clear and concise answers to any questions they may have.
I’m confident that my extensive experience and knowledge make me the perfect choice for this position. I would welcome the opportunity to discuss my qualifications with you in more detail. Thank you for considering my application.

Sincerely,

Your Name
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