


Julie Andrews
Journeyman Lineman
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 express my interest in the position of Purchasing Assistant at [Company Name]. I am confident that my knowledge and experience in data entry, customer service and procurement make me an ideal candidate for this position.
I have five years of experience in purchasing, having worked for a large manufacturing company in both a support and a team lead role. During my time there, I developed a deep understanding of the purchasing process. I am adept at identifying and resolving issues related to procurement, and I am excellent at finding the most cost effective sources of supplies and materials. Furthermore, I am knowledgeable in computer systems and software programs, including Microsoft Excel, which I frequently use to track orders and ensure that customers receive their orders on time.
I am confident that I am the best candidate for the Purchasing Assistant position at [Company Name], and I am excited to learn more about the role and what I can bring to the team. I look forward to discussing my qualifications in further detail.
Thank you for your consideration.
Sincerely,
Your Name
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