[Your Name]
Address, City, ST ZIP Code | Telephone | Email
Date
Recipient Name
Title
Company
Address
City, ST  ZIP Code
Dear Recipient Name:
I feel pleased to write this letter as I have always admired (name of the company). I had the honor to visit the company on (month/year). Since then I have appreciated your company for its beautiful structure and the facilities it provides to the critically ill and disabled youth. I find it to be very inspirational and other companies should also follow your steps.
When I read the description of the job in the advertisement, placed in the famous newspaper, I immediately knew that I must apply for this job not only because I like your company but also because my skills perfectly align with the job description. 
I am well organized and very passionate about my work and like to complete my tasks before deadlines. I do not lose my calm nature in strict deadlines. I have an ability to work with a positive attitude and this is the reason I am always open for learning new concepts. 
My education with a major in Accounting from (name of the institute) alongside my experience of five years of working as an accountant in (name of the company) serves me well for this role. Speaking more about my experience of working in (name of the company) I was always appreciated for my quality of work. Never have I ever in my professional career have received a complaint from my CEO regarding my performance. Moreover, I would proudly like to mention here that I was nominated 'the employee of the year' bonus thrice in a row.
My duties as an Accountant in (name of the company) included self-managing several projects, maintaining multiple ledgers, compiling the financial statements and handing them over to the audit team. I used to work as a link between the external audit team and the company’s internal department of accounting. I am also pro in using several software related to the tax and accounting. I have a professional certificate issued by Microsoft itself for my abilities in MS word, PowerPoint and Excel. My experience of working as a customer service operator in (name of the company) has groomed my skills of conflict resolution and communication skills overall.
I would like to conclude my letter by stating how thankful I am to you for your time and for considering my application for the position of Accountant at (name of the company). I am eager to work as an Accountant in your company and work with the team of your company. I have enclosed by resume with the cover letter for your reference.
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