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


[Date]

[Hiring Manager's Name]
[Company Name]
[Street Address, City, State, ZIP]

Dear [Hiring Manager's Name],

I am applying for the Data Entry Clerk position at [Company Name]. While my background is in [Previous Field, e.g., retail / customer service / education / healthcare], I have spent [X] years building skills that transfer directly to data-focused work: accuracy under pressure, attention to procedural detail, and consistent proficiency with digital tools.

In my previous role as a [Previous Job Title] at [Previous Employer], I regularly [describe a relevant task, e.g., maintained customer records across two CRM systems / processed daily transaction logs in Excel / updated inventory databases with zero tolerance for errors]. That experience gave me a strong foundation in data organization and taught me to verify information carefully before finalizing any record.

I have also completed [relevant course or certification, e.g., a Microsoft Excel certification / Google Data Analytics certificate] to strengthen my technical skills for this transition. I am confident I can contribute meaningfully from day one while continuing to grow in the role.

I would appreciate the opportunity to speak with you. Please reach me at [Phone Number] or [Email Address] at your convenience.

Sincerely,

[Your Full Name]

CUSTOMIZATION TIPS
1. Acknowledge the career change briefly and directly. Avoiding it reads as a lack of confidence.
1. Focus transferable skills: record-keeping, spreadsheet accuracy, data verification, and digital tools.
1. If you have a certification, name it specifically (e.g., 'Microsoft Office Specialist' not 'Excel cert').
1. Keep the tone confident. You bring real skills even without a direct data entry title.
1. Research the company and add one specific detail to the letter before sending.

