[Mention the address]

[Mention the date]

Subject-Financial Consultant Cover Letter

I’'m writing in response to an advertisement in this week’s Financial Recruitment
Times for a Finance Administrator at [Mention the name of the company]. | have
attached my updated résumé, which details my experience and talents, in addition to
the this cover letter. | have a Bachelor’s degree in Accounting and Finance, as well
as Sage [Mention the no] Accounts and Microsoft Office Specialist (MOS) in Excel
certifications. | meet all of the employment requirements listed in the job description,
and | am well qualified to manage the obligations that come with this position.

My [Mention the no] years of professional job experience as a Finance Administrator
at [Mention the name of the company] Solutions has given me a strong foundation in
the foundations of compiling and filing tax documentation, financial statements and
reports, and budgeting. In addition, | was responsible for monitoring accounts,
payroll, and spending spreadsheets. | am a problem-solving Finance Administrator
with strong analytical skills. I've also shown that | can manage and organize my time
well.

Some of my successes in the workplace attest to my suitability for this position:

For clients, | was the point person for all financial and administrative services.

Created a manual for the accounting department’s normal operating procedures.

Complex data bases were created and maintained, as well as reports for
performance meetings.

| was in charge of a [Mention the no] million book of business and a [Mention the
number] thousand budget.

Reduced operating costs by [Mention the present] and increased online payment
time by[Mention the present].

My references demonstrate that | am able to fulfil deadlines and complete all
administrative work with precision. These, together with my great literacy and
numeracy skills, | believe will be a valuable contribution to [Mention the name of the
company]. | eagerly await the opportunity to speak with you about the Finance



Administrator post and my candidacy in greater depth. Thank you for taking the time
to read this.

Sincerely,
[Mention the name of the sender]
[Handwriting signature]

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



