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


[Date]

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

Dear [Hiring Manager's Name],

I am applying for the Data Entry Clerk position at [Company Name]. As a recent graduate with strong [Excel / Google Sheets / relevant software] proficiency and a typing speed of [X] WPM at [X]% accuracy, I am ready to contribute to your data operations team from day one.

During my [coursework / part-time role / internship] at [School or Company Name], I managed spreadsheet records for over [X] accounts while maintaining clean, error-free files under deadline pressure. I am comfortable with [list relevant tools: Excel, Google Sheets, QuickBooks, etc.] and learn new platforms quickly.

[Company Name]'s focus on [mention something specific: their industry standards, a recent initiative, or their data accuracy reputation] aligns closely with my own commitment to precision. I would welcome the chance to bring that same attention to detail to your team.

Thank you for your time. Please feel free to reach me at [Phone Number] or [Email Address].

Sincerely,

[Your Full Name]

CUSTOMIZATION TIPS
1. Replace every [bracketed field] with your actual information before sending.
1. Test your typing speed free at TypingTest.com or KeyHero.com — then include your WPM and accuracy.
1. Mirror exact software names from the job posting (e.g., 'Salesforce' not 'CRM tools').
1. Keep total word count under 350 words.
1. Proofread twice. One typo in a data entry cover letter is a significant red flag.

