Mia Thomas
B&E Storage & Transfer
123 Fictional Lane
Baltimore, MD 21201
Dear Ms. Thomas,                                        February 24, 20XX
I’m writing to express my keen interest in your most recent job opening for a data entry assistant. As someone who has prioritized operational efficiency throughout my career, B & E Storage & Transfer can benefit from my range of skills in providing exceptional support to data entry specialists and ensuring all work is completed on time. 
At Olive Garden, I helped a team of 6 data entry experts to optimize the existing reservation system by managing 419 daily data entries and cross-checking reservations in Microsoft Excel. This assistance prevented 7 cases of overbookings and grew customer satisfaction by 11%, as per post-meal feedback forms. 
Before entering the data entry field, I worked as an office administration assistant and leveraged tools like Salesforce, Zoho CRM, and Google Sheets to store customer and revenue information. By introducing automated workflows, I enabled seniors to save 4 hours weekly. Additionally, these workflows improved the accuracy of revenue reports by 9%. 
While working as a part-time clerk for Marks Thomas, I organized complex schedules for 4 C-level executives on Calendly. By coordinating with cross-functional teams, I rearranged existing folders on Google Drive for quicker navigation, allowing employees to retrieve key information 8 minutes faster on average.  
My ability to organize digital records, coupled with problem-solving skills honed through similar past experiences, makes me the best candidate for this role. Please let me know a suitable time when we can schedule an interview and discuss this position further. 
Sincerely,
Lucas Pereira
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