[Your Full Name]
[Your Phone Number]
[Your Email Address]
[City, State]

[Date]

[Hiring Manager Name]
[Company Name]
[Company Address]
[City, State ZIP]

Dear [Hiring Manager Name],
I'm applying for the Data Entry Clerk position at [Company Name]. My background in [previous field] taught me exceptional attention to detail. I type [XX] WPM with [XX.X]% accuracy and I'm eager to transition into data entry work.
During my [X] years as a [previous role], I handled large volumes of detailed information daily. I managed [specific task involving data/records] which required extreme accuracy. This experience translates directly to data entry work.
I recently completed training in [relevant software/certification]. I'm proficient with Excel, including VLOOKUP and pivot tables. I also learned [database system] and practiced typing to improve my speed. My commitment to accuracy comes from [previous experience example].
Your company's reputation for [specific quality] attracted me to this position. I'm confident my transferable skills will make me a valuable addition to your team. Thank you for considering my application. I'm available to discuss how my background fits your needs.

Sincerely,
[Your Full Name]
