[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 reaching out about the Data Entry Clerk opening at [Company Name]. With [X] years of experience processing high-volume records in the [industry, e.g., healthcare / finance / logistics] sector, I have built a track record of accuracy and efficiency I am confident will benefit your team.

In my current role at [Current Employer], I manage approximately [X] records per day across [platforms used, e.g., Salesforce, SAP, Excel], maintaining a [X]% accuracy rate. I developed a quality-check process that reduced end-of-month data correction time by [X]%, saving the team approximately [X] hours per billing cycle.

I am familiar with [list 2-3 specific software platforms] and can transition quickly into your existing workflow. [Company Name]'s commitment to [mention something specific: e.g., data integrity in healthcare / streamlined financial reporting / operational efficiency] is something I find genuinely compelling. I would welcome a conversation about how my background fits your needs.

Please feel free to contact me at [Phone Number] or [Email Address].

Best regards,

[Your Full Name]

CUSTOMIZATION TIPS
1. Use numbers wherever possible: records per day, accuracy %, hours saved, error reduction %.
1. Name the exact software platforms listed in the job description — not generic categories.
1. ATS systems scan cover letters. Include terms like 'data verification' and 'database management'.
1. The company-specific paragraph is critical. Research their LinkedIn or website for a genuine hook.
1. Keep the letter to one page. Cut anything that duplicates your resume.

