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March 13, 2026
Dear [Hiring Manager's Name],
I am applying for the Bookkeeper position at [Company Name]. I recently completed my Associate of Applied Science in Accounting from [College Name] with a 3.9 GPA, and I am eager to apply my training in accounts payable, bank reconciliations, and financial reporting in a professional bookkeeping role.
During my accounting program, I completed a 120-hour internship with [Local CPA Firm / Small Business Name] where I assisted the bookkeeper with weekly bank reconciliations for three small business clients, entered vendor invoices and processed check runs in QuickBooks Online, and reconciled credit card statements monthly. I also helped prepare the year-end client file packages for the tax preparation team, including organizing source documents and running trial balances. My supervisor noted that my reconciliation work required fewer corrections than any previous intern, and I was asked to return for an additional semester.
Before completing my degree, I spent three years as an administrative coordinator, which gave me strong habits around data accuracy, deadline management, and professional communication with vendors and clients. I bring those habits directly into my accounting work.
I am certified in QuickBooks Online (QuickBooks Online ProAdvisor exam completed March 2026) and proficient in Microsoft Excel, including basic financial formulas and spreadsheet organization. I am a quick learner and am comfortable asking questions when I need clarification rather than guessing.
[Company Name]'s focus on [mention specific detail from job posting or company] matches the kind of environment where I know I will grow quickly and contribute reliably. I would welcome the chance to discuss how I can support your bookkeeping needs.
Thank you for your consideration.
Sincerely,
Madison Torres
