JOHN CHEN

Tacoma, WA 98402
(555)555-5555 - john.chen@monster.com

Sep 15, 2026
Dear Hiring Manager,

I am writing to express my interest in the HR Generalist position at ABC Corp. With a Bachelor of Arts
degree in Human Resources Management and five years of experience as an HR Coordinator, I have
developed a strong foundation in various HR functions that align well with your company's commitment to

innovation and excellence.

My background has equipped me with expertise in employee relations, recruitment, performance
management, and training and development. I pride myself on my ability to foster collaborative
environments that enhance team dynamics and support organizational goals. My strong communication

skills allow me to build rapport at all levels, ensuring that employees feel valued and supported.

In my previous role, I managed the recruitment process from job postings to candidate interviews while also
overseeing onboarding programs that facilitated smooth transitions for new hires. My attention to detail
ensures compliance with HR policies while promoting a positive workplace culture. Additionally, my
problem-solving abilities have been instrumental in resolving conflicts effectively and maintaining

harmonious employee relations.

ABC Corp's mission of continuous improvement resonates deeply with me as I believe in empowering
individuals within organizations to reach their full potential through comprehensive training initiatives. I am
excited about the opportunity to contribute positively to your team by leveraging my adaptability and

leadership skills within such a dynamic environment.

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

support ABC Corp's vision through effective human resource practices.

Sincerely,
John Chen





