Darren
Massey

Bookkeeper

246 My Avenue, Bangor,
ME 64208
d.massey@myemail.com
(554) 433-2211

August 16, 2021

Sophie Rowe

Senior Hiring Manager
U.S. Department of Labor
(112) 233-4455
s.rowe@youremail.com

Dear Ms. Rowe,

Reducing ledger inaccuracies by 98% since starting my current role was my proudest
career achievement so far. | implemented a comprehensive systern redesign to
identify discrepancies faster and more precisely. | am excited to demonstrate the
same diligence as a senior bookkeeper at the U.5. Department of Labor.

As a passionate professional with over 13 years of experience, the opportunity to
nurture new talent as a leader in your organization appeals to me. | believe that |
have the vision and interpersonal skills to become an inspiring mentor. My recent
accomplishments include:

s Training five interns to improve their knowledge and application of financial
reporting procedures in 2020

. Streamlining the office’s bookkeeping processes to increase efficiency by
54% while maintaining exceptional accuracy

¢  Running a professional development scheme to increase colleagues’
awareness of legal reporting requirements

| would relish the opportunity to discuss how my extensive experience can benefit
the 5. Department of Labor in the coming years. Please get in touch to arrange an
interview.

Sincerely,

{Insert Signature Here)

Darren Massey

F.5. I would like to share why | was selected for promotion four times in the last
decade.



