SUKI GARCIA

Cincinnati, OH 45204
(555)555-5555 - suki.garcia@monster.com

Sep 28, 2026
Dear Hiring Manager,

[ am writing to express my interest in the Human Resources position at ABC Corporation, as advertised. With
a Bachelor of Arts degree in Human Resource Management and six years of experience as an HR Specialist, I
have honed my skills in talent acquisition, employee relations, performance management, and training and

development.

In my previous role, I successfully managed recruitment processes that aligned workforce capabilities with
organizational goals while ensuring a positive workplace culture. My approach is collaborative; I believe that
fostering strong relationships across all levels of an organization is key to driving success. At ABC
Corporation—a company renowned for its commitment to innovation and excellence—I am eager to bring
my expertise in HRIS management and conflict resolution.

ABC Corporation's dedication to integrity, collaboration, and continuous improvement resonates deeply with
me. | am particularly drawn to your mission of creating a supportive environment for professional growth
while providing exceptional service. My adaptability allows me to navigate complex challenges eftectively
while maintaining compliance with labor laws.

I possess strong problem-solving skills alongside excellent communication abilities which are essential for
developing robust employee training programs that enhance skills and facilitate career progression.
Furthermore, I am detail-oriented with proficient time management skills—attributes necessary for managing
multiple priorities efficiently.

Thank you for considering my application. I look forward to the opportunity to discuss how my background
aligns with the goals of ABC Corporation.

Sincerely,
Suki Garcia





