example@myemail.com

Kevin Morrison (098) 765-432

456 My Street, San Diego, CA 76543

Hector Santos
Centerfold Inc.
123 Your Street, Houston, TX 12345

(123) 456-7890 | example@youremail.com

[month, day, year]
Dear Mr. Santos:

As a data entry specialist with five years of experience, | pride myself on
identifying process improvement opportunities and enhancing efficiency.
During my time with Arkline Corp., | coordinated data entry processes for
confidential employee data and human resources (HR) information. | also
implemented a peer review process, which improved data integrity and
accuracy by 40%. My experience in data management would be an asset to

your team in the marketing data coordinator position.

Centerfold Inc.'s reputation for its inclusive and forward-thinking work culture
is what draws me to apply for this position. | can provide valuable insights to

improve productivity for your organization based on my career achievements:

e Migrated employee data and HR information between HRIS platforms and
implemented a peer review audit process to improve accuracy by over

40%

e Collaborated with the data management and HR team to identify
discrepancies, resolve errors, and deliver remedial training to team

members to prevent inaccurate data entry

e Ensured data integrity and security for confidential HR data and employee

information

| hope to speak with you further regarding how my experience can help your
organization improve accuracy and data integrity. Please contact me via phone

or email at your convenience. | appreciate your time and consideration.
Best regards,

Kevin Morrison





