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Administrative Assistant Bookkeeper
e (312) 555-1234 Mjordan.lucas@email.com M linkedin.com/in/jordanlucas @ 123 Main St, Chicago, IL 60601

JULY 28, 2026

Hiring Manager

Lighthouse Financial Services
Oak Brook, IL

60523

Dear Hiring Manager,

| am eager to express my interest in the Administrative Assistant Bookkeeper position at Lighthouse Financial Services, as this
role reflects not only my extensive bookkeeping experience exceeding three years, but also resonates profoundly with my
commitment to bolstering financial operations, ensuring accuracy with every transaction, and delivering outcomes that
consistently support operational excellence.

At Bright Accounting Solutions, | successfully oversaw accounts payable and receivable for a diverse portfolio of over 150
vendors, significantly enhancing financial accuracy by reconciling bank statements and meticulously maintaining general ledger
entries, ultimately reducing errors by thirty percent through an implementation of an innovative invoicing system, which not only
improved cash flow management but also showcased my dedication to operational efficiency.

In my prior position at Pinnacle Financial Group, | supported bookkeeping operations by effectively processing vendor invoices,
ensuring timely disbursements, and maintaining a proactive approach towards problem resolution, which allowed me to foster
positive client relationships and elevate customer satisfaction.

| find myself thriving in fast-paced environments like those at your company, where adaptability and quick decision-making are
crucial, ensuring that tasks are prioritized effectively while maintaining a focus on quality and accountability in financial record-

keeping.

My background reflects a commitment to maintaining accurate financial records and enhancing operational processes,
underscoring my suitability for this position, while still empowering me to embrace challenges with a positive outlook.

Thank you for considering my application.

Sincerely,
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Jordan Lucas
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