
Aya Kim

St. Louis, MO 63104 ♦ (555)555-5555 ♦ aya.kim@monster.com

Sep 28, 2026

Dear Hiring Manager,

I am writing to express my interest in the Data Entry position at Data Solutions Inc. With a Bachelor of Arts

in Business Administration and three years of experience as a Data Entry Clerk, I have developed a keen

attention to detail and proficiency in Microsoft Excel that aligns with your company's commitment to

precision and innovation.

My background involves accurately inputting and managing large volumes of data, ensuring the information

is complete and correct before final entry. This experience has honed my organizational skills, enabling me to

efficiently maintain both electronic and physical files for straightforward information retrieval. Additionally, I

have assisted in generating comprehensive reports that provide valuable insights for decision-making

processes.

At my previous role, effective communication was essential for collaborating with team members to ensure

data integrity. My adaptability allowed me to address discrepancies promptly while maintaining productivity

under tight deadlines. Moreover, my analytical thinking complements your mission of enhancing productivity

through reliable data solutions.

Data Solutions Inc.'s dedication to fostering long-term partnerships through exceptional service resonates

with me deeply. I am eager to contribute my problem-solving abilities within your dynamic environment

where integrity is paramount.

Thank you for considering my application. I look forward to the opportunity of discussing how I can support

your team at Data Solutions Inc.

Sincerely,

Aya Kim




