

Jenny Austin
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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 express my interest in the Mailroom Assistant position at [Company Name]. With my experience providing customer service and handling mailroom duties, I am confident I can become an asset to your team.
As a mailroom assistant at my previous position, I consistently met tight deadlines while coordinating multiple mailroom duties. I worked efficiently to sort, package, and deliver mail. I was also responsible for distributing incoming and outgoing mail, as well as managing postage records. I am well- versed in the use of mailroom equipment, such as mail scales and postage machines.
In addition to my mailroom experience, I bring excellent customer service and problem- solving skills. My ability to work well under pressure and handle multiple tasks simultaneously make me an ideal candidate for this position. I am also adept at working with computer systems and databases, so I can quickly learn the tools and systems you use in your office.
I am confident that I can be a valuable addition to your team. I am available for an interview at your convenience and look forward to speaking with you soon.

Sincerely,

Your Name
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