KAREN MITCHELL
Full-Charge Bookkeeper  |  Denver, CO  |  (720) 445-3381  |  karen.mitchell@email.com  |  linkedin.com/in/karenmitchell
March 13, 2026
Hiring Manager
[Company Name]
[Company Address]
Dear Hiring Manager,
I am applying for the Bookkeeper position at [Company Name]. With eight years of full-charge bookkeeping experience supporting small and mid-size businesses across retail, construction, and professional services, I bring a consistent record of accurate financial records, clean audits, and month-end close processes that give business owners the visibility they need to make confident decisions.
In my current role at [Current Employer], I manage the complete bookkeeping cycle for four client accounts simultaneously. My responsibilities include accounts payable and receivable, bank and credit card reconciliations, payroll processing for up to 35 employees, sales tax filings, and monthly financial statement preparation. I reduced month-end close time by four days by restructuring the reconciliation workflow and standardizing journal entry templates in QuickBooks Online. All four accounts completed their most recent annual reviews with zero audit adjustments.
I am proficient in QuickBooks Online, QuickBooks Desktop, Xero, and Microsoft Excel, including pivot tables and VLOOKUP for financial reporting. I hold a QuickBooks ProAdvisor certification and have completed coursework in payroll compliance and sales tax regulations for Colorado and neighboring states.
Small business bookkeeping requires someone who can work independently, communicate clearly with non-financial stakeholders, and catch errors before they compound. That is the standard I hold myself to every day, and it is the approach I would bring to [Company Name].
Thank you for your time. I would welcome the chance to discuss how my background fits your bookkeeping needs.
Sincerely,
Karen Mitchell
