[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]. I recently graduated with [your degree/certification] and bring strong typing skills. I type [XX] WPM with [XX.X]% accuracy.
During my studies, I completed coursework in database management and Excel. I'm proficient with Microsoft Office Suite, Google Workspace, and basic SQL queries. My final project involved entering and analyzing over 5,000 records with zero errors.
I understand the importance of accuracy in data entry work. I developed a personal quality check system that involves reviewing every entry twice before submission. This method helped me maintain perfect accuracy throughout my academic projects.
Your company's commitment to [specific value from job posting] aligns with my work ethic. I'm eager to contribute my skills and grow with your team. Thank you for considering my application. I'm available for an interview at your convenience.

Sincerely,
[Your Full Name]
