


Julie Andrews
Purchasing Analyst
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 Analyst position that recently became available at [Company Name]. With my well- rounded knowledge of the purchasing and procurement process, I am confident that I would be a valuable asset to your team.
I have over five years of experience in the purchasing and procurement industry. During this time, I have gained a comprehensive knowledge of the purchasing cycle, from identifying potential suppliers and negotiating favourable pricing and delivery terms, to efficiently managing the receipt and storage of purchased goods. I also boast strong analytical and problem- solving skills, which I use to make informed decisions on behalf of the organization.
Through my work experience, I have become adept at streamlining processes to drive cost savings. I have worked closely with the finance team on financial reports, and have a good understanding of how the procurement process affects the organization’s bottom line. I am also highly skilled in the use of various purchasing and accounting software, such as ERP and MS Excel, and have a comprehensive knowledge of the industry’s best practices.
Thank you for your consideration.
Sincerely,
Your Name
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