
DAVID JONES
NEW YORK, NY 10003

(555)555-5555 | david.jones@monster.com

Oct 14, 2026

Dear Hiring Manager,

I am writing to express my interest in the Business Manager position at XYZ Corp. With a Bachelor of
Business Administration specializing in Business Management and four years of experience as an
Operations Coordinator, I have cultivated a strong foundation in managing operations and driving
efficiency within dynamic environments.

At my previous role, I honed my analytical thinking and project management skills while overseeing daily
operations. My detail-oriented nature allowed me to effectively manage budgets, forecasts, and financial
reporting, ensuring optimal resource allocation. I am passionate about developing strategies that not only
enhance operational efficiency but also contribute to revenue growth.

Collaboration is at the heart of my working style. I thrive when partnering with cross-functional teams to
elevate service delivery and customer satisfaction. My proactive problem-solving approach has enabled me
to lead performance analysis initiatives that identify areas for improvement while implementing effective
corrective actions.

I admire XYZ Corp's commitment to innovation and integrity—values that resonate deeply with me. As
someone who values collaboration and adaptability, I believe I would be an excellent fit for your team as we
work together towards fostering transformative change through technology-driven solutions.

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

Sincerely,
David Jones




