


Jenny Austin
Proofreader
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 Proofreader at [Company Name]. With my extensive experience in copy editing and proofreading, I am confident I can make a positive contribution to your team.
As a dedicated proofreader, I have worked on books, newspaper articles, web content, and other written materials for more than five years. I have a keen eye for detail, allowing me to capture and correct errors quickly and efficiently. With my knowledge of different style guides, I am able to ensure that all content meets the highest standards of accuracy and consistency.
I am also a highly organized person with a great sense of responsibility. I am always aware of the importance of deadlines, and I will work hard to ensure that all proofreading tasks are completed on time. On top of that, I also possess excellent communication skills that enable me to effectively collaborate with other members of the team.
As an experienced and professional proofreader, I am certain that I can make an immediate and positive impact on the editing and proofreading team at [Company Name]. I would welcome the opportunity to discuss my qualifications in more detail and look forward to hearing from you.
Thank you for considering my application. I look forward to learning more about this position and am excited to discuss how I could be a valuable asset to your team.

Sincerely,

Your Name[image: horizontal line]
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