CALEB CARTER CHEN

Lakeside, CA 92045 | (555)555-5555 | caleb carter.chen@monster.com

Sep 8, 2026
Dear Hiring Manager,

| am writing to express my interest in the Bookkeeper position at Target Company, as advertised.
With a Bachelor of Science degree in Accounting and experience as an Accounting Intern, | am
eager to contribute to your team's mission of enhancing financial health through reliable and
efficient bookkeeping services.

During my internship, | honed my skills in maintaining accurate financial records and preparing
comprehensive financial reports. | have developed a strong proficiency in accounting software
such as QuickBooks, allowing me to effectively manage day-to-day transactions and assist with
tax preparation while ensuring compliance with relevant regulations.

| pride myself on my attention to detail and organizational abilities, which are critical when
reconciling bank statements and resolving discrepancies. My analytical mindset enables me to
identify issues quickly while proposing practical solutions that align with the company's values of
integrity and precision. Moreover, my communication skills foster collaborative relationships across
departments—a vital component for supporting financial planning initiatives.

| am particularly drawn to Target Company's commitment to providing exceptional services within
a dynamic work environment. Your dedication not only resonates with my professional aspirations
but also reflects my belief in the importance of customer satisfaction within the realm of finance.

Thank you for considering my application. | look forward to the opportunity to further discuss how |
can conftribute positively as part of your team at Target Company.

Sincerely,
Caleb Carter Chen





