[Today’s Date]

[341 Company Address]
[Company City, State xxxxx]
[(xxx) xxx-xxxx]
[hiring.manager@gmail.com]

Dear [Mr./Mrs./Ms.] [Hiring Manager’s Name],
Please accept my enclosed application for the position of Assistant Manager at [XXX Store]. Being a highly organized and analytical professional with six years of work experience in the field, I believe that my abilities make me a promising candidate for this role at your organization. 
[XXX Store] is held in high regard for its client-centric approach and product standards. It has set the standards of product marketing very high. The structural and methodical way of handling the marketing of products has me in awe. I am certain that being a part of your company will help me advance my skills and upgrade them to greater lengths in this capacity.
I have a Bachelor’s degree in Financial Administration and during my tenure at the [YYY Company], I performed a series of tasks from administrative support to staff training. I am tasked with the following responsibilities at [YYY Company]:
· Overseeing the scheduling of reports and payroll management.
· Supervising and training sales staffs and interns.
· Merchandising operations in the retail department.
· Maintaining the cash register.
· Evaluating stock area, storage, and selling flow.

From managing projects to implementing office procedures and actively participating in company meetings, my background has prepared me to excel in this role. With a sharp financial acumen and my additional strengths, I am certain that I can thrive in this challenging post.
I look forward to meeting you in person and taking this forward. Thank you for your time and consideration.
Sincerely, 
[Your Name]

      Phone: (0123)-456-789 | Email: info@qwikresume.com | Website: Qwikresume.com
Robert Smith
Assistant Manager
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