


Julie Andrews
Purchasing Clerk
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 position of Purchasing Clerk at [Company Name]. With over 8 years of experience in the purchasing and procurement field, I am confident I would make an excellent addition to your team.
My past experience includes working for two leading companies in the industry, learning the ins and outs of the purchasing process and working with suppliers to ensure the best possible outcome for my employers. I am highly adept at managing purchase orders and tracking the progress of each shipment, as well as negotiating favorable deals with vendors, ensuring that the products and services my employers purchase are of the best quality and within the desired budget.
Furthermore, I am an excellent communicator, highly organized and able to work well both independently and as part of a team. My enthusiasm for the job combined with my attention to detail and excellent customer service skills make me an ideal candidate for this role.
If you would like to discuss my qualifications in more detail, I welcome the opportunity to do so and can be available at your convenience. I have enclosed my resume and look forward to hearing from you.
Thank you for your consideration.
Sincerely,
Your Name
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