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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] position with [Company]. With my extensive professional experience in the word processing field, I am confident that I am the ideal candidate for the role.
I have been working in word processing for the past [Number] years, and have a deep understanding of the principles and techniques required to produce high quality documents. I am highly proficient in a variety of programs, including Microsoft Word, Adobe InDesign and PerfectIt. My experience includes creating and editing documents, formatting text, creating tables, and proofreading documents. I am also well- versed in a range of legal and technical terms and jargon.
In my current role, I am responsible for ensuring that documents meet the standards of my clients. My work is consistently accurate, up to date and meets strict deadlines. My excellent attention to detail and excellent organizational skills mean that I can produce high quality documents quickly and efficiently.
I am confident that I have the skills and qualifications necessary to be an exceptional addition to your organization. I am eager to discuss my qualifications with you in more detail and look forward to hearing from you.

Sincerely,

Your Name
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