James Brown

238 Broadway

New York

NY

United States

To

The HR Manager

XYZ Company

354 F 63rd Street

New York

NY 10022

United States

Subject- Financial Clerk Cover Letter

Dear

I’m writing to apply for the position of financial clerk with the [Mention the place], and
my qualifications—experience, education, and training—already meet those
requirements.

| have a strong background in math and an associate’s degree in finance. | also have
excellent computer abilities and am well-versed in the major financial software
applications. I've used spreadsheets, uploaded files to databases, and conducted
research. | can keep track of all business debits and credits thanks to my great
bookkeeping skills. When checking bills for accuracy, | pay special attention to detail
and have the capacity to spot problems. | can also make sure that all bills and
invoices are paid by the due date by following up.



| have a strong sense of interpersonal relationships and am capable of giving good
customer service whether I'm in-person or on the phone. | always give a prompt,
kind, and courteous welcome to guests. | am able to provide clients with basic
information and make meetings for those who wish to discuss their accounts in
greater detail.

| am very effective at multitasking and have excellent organizational and time
management skills. | have the capacity to swiftly adapt to various jobs and to keep
my composure and attention at all times in this hectic setting. I'm sure | can add a lot
to your business, and | hope we can talk more about how | can help you and the
specifics of this role in person soon.

To schedule an interview with me, dial [Mention the phone number].

Respectfully,

James Brown

[Handwriting signature]

[Mention the contact details]

[Mention here, if there is any post note to be given]



