Name of the Applicant
Contact details
Email address
Date
Dear Hiring Manager,
I feel pleased to apply for the position of Human Resources Coordinator at (name of the company). I feel motivated to apply for this position because I have always low-key dreamed of working in your company. I am highly impressed with the company policies. The type of attitude the company (name of the company) has with its employees is commendable. Not many companies in this current world have this policy of facilitating their employees. 
I firmly believe that facilitating the employees of the company would result in generating high revenues for the company. The employees if facilitated would work harder and the company would flourish at a much faster pace.
The company (name of the company) has asked for any applicant to apply who has an experience of (no of years) in this field. I am proud to state that I have experience of a massive (number of years) in this field. I have worked as a Human Resources Coordinator at (name of the company). 
I started my job at (name of the company) as an Assistant Human Resources but was promoted to the position of Human Resources Coordinator within a year. The company manager was so happy with my performance that he especially talked to the CEO of the company to choose me for the position. I was honored to accept the position of Human Resources Coordinator and that day I vowed that I would give my best and never give them a chance to complain.
During the tenure of my job at (name of the company), my work was mostly focused on improving the company policies and processes regarding the employees so that the employees get benefitted from them. I used to look closely at all the practices of the company and would write my recommendations regarding the improvement of the company processes. 
I often had to do a lot of work-related to research and data analysis for correctly reporting the productivity of each employee. I also was in charge of the administration of programs related to the health and welfare of the employees which included the new enrollments, making changes to the previous enrollments and terminations. 
Furthermore, I also helped in new recruitments for the company. I assisted in interviews with the new employees and making an e-learning course for them to better understand the culture and rules and regulations of the company. I always made myself available for every employee. I managed to listen to all their requests and issues. Solving their issues as quickly as possible was always my top priority. I have also assisted the company with payroll management and organized several seminars and training sessions for the employees. 
[bookmark: _GoBack]I completed my graduation from (name of the university) in (name of the subject). Later for higher studies, I got myself admitted in (name of the university). Therefore, I can safely say that I not only am highly educated but also, I am highly skilled and hence I am a great fit for the job. Some of my skills in a nutshell include an exposure to payroll system, awareness of all the current technology used in the offices related to both business and communication, strong decision making power, splendid time management, strong decision making skills, attention to little details, good communication skills, ability to work under high pressure and tight deadlines.
At the end of this cover letter, I would like to extend my gratitude to you for considering my application for the position of Human Resources Coordinator at (name of the company). I would be honored to work for your company. I would love to share my past experiences with you. I look forward to meeting you and learning more about the rules and regulations of the company and the responsibilities that a person at the position of Human Resources Coordinator has. For any further query please contact me on the details mentioned.
Your sincerely,
Name of the applicant
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