

Jenny Austin
Mailroom Supervisor
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 position of Mailroom Supervisor at [Company Name] and I believe I have the necessary skills and qualifications to excel in this role.
For the past five years, I have worked as the Mailroom Supervisor at [Company Name], where I was responsible for the day- to- day operations of the mailroom. During my tenure there, I learned how to manage staff, organize supplies, prioritize tasks, and ensure timely deliveries and pickups. I have also become well- versed in a variety of mailroom functions such as sorting, distributing and delivering mail and packages, as well as inventory management, and data entry.
In addition to my mailroom experience, I have excellent communication and interpersonal skills with the ability to manage multiple projects simultaneously. I am a highly organized person with strong problem- solving skills, and I am confident that I can quickly learn and master any new tools and technologies used by [Company Name].
I am passionate about providing efficient, effective and secure mailroom services, and I am confident that I can contribute to the success of [Company Name] and its customers. Please consider my application and I look forward to discussing my qualifications in greater detail.

Sincerely,

Your Name
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