
HR Clerk Cover Letter
4701 Klein NeckDoyleborough, AL 42841
Dear Haven Blick,

I would like to submit my application for the HR clerk opening. Please accept this
letter and the attached resume.

In the previous role, I was responsible for clerical and administrative support to
Human Resources department including processing invoices and preparing
employee data reports.

Please consider my experience and qualifications for this position:

Problem-solving skills to deal with clients' concerns/complaints & unique
situations
Flexibility in working closing shift as demanded by business needs
Bilingual fluency in English and Spanish (written and verbal)
Excellent verbal communication skills including a pleasant phone demeanor
and professionalism
Conducts documented, procedural tasks while escalating more complex
challenges
Processes data within already defined procedures
Understanding of supply chain procedures PREFERRED
Knowledge of numeric data entry

Thank you in advance for reviewing my candidacy for this position.

Sincerely,

Dylan Gottlieb


