March 1, 2009
Attn: John Doe
Company Name
Company Address
City, State  Zip
Dear John Doe:

I am responding to the Bookkeeper Full Charge position. A friend informed me he saw the notice advertised in the Sun newspaper. My qualifications include being organized, detail oriented, and able to multi-task. 
My progressive background has given me the opportunity to perform all phases of bookkeeping and understand the data of each accounting module as to how they flow into the general ledger creating internal financial statements. Review and processing of data allowed me to make suggestions and comments for changes which help management make timely decisions on operations and increase profitability.
Please find attached a copy of my resume. I would like the opportunity to discuss the position with you. Feel free to contact me to set up an interview time at your convenience. I will contact you by the middle of next week to see the progress of your search. Thank you for your time and consideration.

Sincerely,
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