


Jenny Austin
Technical Editor
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 Technical Editor at [Company Name]. I am confident that my knowledge and expertise in editing and proofreading would be a perfect fit for this role.
I have a Bachelor’s degree in English Literature with a minor in Journalism and many years of professional experience in editing and proofreading. I have worked as an editor for a variety of publications, including magazines, newspapers, and websites, and I am familiar with the varying styles of writing and formatting for different types of media. During my career, I have gained an in- depth understanding of grammar, usage, and style and a keen eye for detail. I am adept at identifying and correcting errors in punctuation, syntax, and grammar, as well as ensuring accuracy in all documents.
In addition, I am experienced in implementing quality control measures to ensure that all content meets the highest standards of accuracy, clarity, and consistency. I am also familiar with a wide range of editing software, including Adobe InDesign, Adobe Acrobat, and Microsoft Office, and I am highly proficient in using these tools to facilitate the editing process.
I am confident that I have the skills and experience necessary to make a significant contribution to [Company Name]. I am a strong collaborator and communicator, and I am flexible and able to work independently or in a team environment.
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]




image1.png




