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Order Entry 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 Order Entry Clerk at your company. My experience and qualifications make me an ideal candidate for this role.
I have several years of experience in data entry and order processing. I am experienced in using a range of computer software, including Microsoft Office and QuickBooks, to create shipping labels and other documents to support the shipment of goods. I am also highly organized and have an excellent eye for detail. I am confident that I can learn and quickly become comfortable with any other software or systems you use.
I also have excellent customer service skills and I am comfortable dealing with a range of customers and stakeholders. I am confident that I can work effectively with customers, suppliers, and other parties to ensure that orders are processed correctly and on time.
I am passionate about my work and am highly motivated to ensure that orders are completed correctly and delivered on time. I am a quick learner and am confident I can make a positive contribution to your team.
Thank you for taking the time to review my application. I look forward to hearing from you to discuss the position further.

Sincerely,

Your Name
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