


Jenny Austin
Project Analyst
123 Your Street, Your City, ST 12345, (123) 456-7890, email@example.com[image: horizontal line]
4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the position of Project Analyst at [Company Name], as recently advertised. With my Bachelor’s Degree in Business Administration and eight years of experience as an analyst in project- based companies, I am confident that I have the necessary qualifications and experience to make a positive contribution to your team.
I have a proven track record of providing project- related analysis and recommendations to ensure the successful completion of projects. I have also gained a deep understanding of project management principles and methodologies, budget management, and risk management. My strong problem- solving skills, communication abilities, and attention to detail equip me to manage multiple projects and prioritize tasks effectively to meet deadlines.
I am very efficient with data analysis and have used tools such as MS Excel, MS Access, and SPSS to generate reports. I have also developed reports that provide insights into project performance and offer recommendations for improvement.
I am familiar with agile project management and have used various tools including SharePoint, MS Project, and Asana to track project progress. Additionally, I am experienced in project planning, resource coordination, and project documentation.
I am eager to use my skills and knowledge to help [Company Name] succeed in meeting its project goals. I am a motivated and organized individual who is excited to contribute to your team. Please feel free to reach out if you have any further questions. I look forward to hearing from you soon.

Sincerely,

Your Name[image: horizontal line]
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