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4th September 20XX
[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the position of Training Coordinator as advertised on [Job Board]. My experience in the areas of training and development, communication, and project management makes me an ideal candidate for the position.
I am currently employed as a Training Coordinator at [Company], where I manage the training program for over 200 employees. I have been in this position for two years and have had considerable success in improving the effectiveness of the program by developing and leading training initiatives that are both creative and cost- effective. I have also been responsible for creating and maintaining training records, managing and tracking employee training, and providing feedback on the program to senior leadership.
In addition to my experience in training, I have excellent communication and organizational skills that make me a great asset to any team. My success in working with employees of all levels and backgrounds has been key to my success in managing training programs. I am also highly proficient in Microsoft Office and have experience in project management.
I am confident that I have the skills and experience necessary to excel in the role of Training Coordinator. I am motivated and eager to learn more and be a valuable asset to your organization. I have attached my resume to provide an overview of my qualifications for your review.
Thank you for your time and consideration. I look forward to hearing from you.

Sincerely,

Your Name
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