

Jenny Austin
Mail Processing Clerk
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com
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4th September 20XX
[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the position of Mail Processing Clerk at [Company Name]. With my keen attention to detail and ability to work in a fast- paced environment, I am confident that I am the best candidate for the job.
I have three years of experience working as a Mail Processing Clerk in a large mailroom, where I was responsible for sorting, organizing, and delivering incoming and outgoing mail. I am also experienced in operating postage machines, as well as preparing and managing bulk mail. My organizational skills allow me to track and monitor mail delivery, ensuring that all mail is delivered on time and to the correct recipient.
In addition to my professional experience, I am also proficient in using a wide range of mailroom software and equipment, including postage scales, mail sorters, and other mailroom software. I am also well- versed in USPS regulations and am able to ensure that all mail is handled and processed according to USPS standards.
I am eager to bring my experience and knowledge to your company as a Mail Processing Clerk. I am confident that I will be a great asset to your team and look forward to speaking with you further about this opportunity.
Thank you for your time and consideration.

Sincerely,

Your Name
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