


Julie Andrews
Purchasing Administrator
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com[image: horizontal line]
4th September 20XX

Dear [Hiring Manager],
I am writing to apply for the Purchasing Administrator position at [company name]. I am confident that my skills and experience, combined with my commitment to providing excellent customer service, make me an ideal candidate for this role.
I have extensive experience working in purchasing roles. Most recently, I worked as a Purchasing Administrator for [previous company], where I was responsible for all aspects of the purchasing process, including researching and selecting suppliers, creating purchase orders, negotiating prices, and tracking purchases. I was also in charge of managing supplier relationships and resolving any supply- related issues.
In addition to my purchasing experience, I am well- versed in the use of a variety of software programs, including QuickBooks and Microsoft Office Suite. I am highly organized, with an excellent eye for detail, and I am accustomed to working in fast- paced environments.
I am confident that I can bring value to your organization, and I would welcome the opportunity to discuss the Purchasing Administrator position in greater detail. Thank you for your time and consideration.
Thank you for your consideration.
Sincerely,
Your Name
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