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Dear Hiring Manager,

I’m contacting you regarding your posting for the Human Resources Generalist position listed on your website. My interest in this position stems from my belief that I have the right combination of experience, communication skills, and high levels of organization to make me an excellent candidate.

To date I feel my strongest abilities are:

•	High-level experience working with a non-profit organization to ensure that organizational needs are met and adhered to
•	Self-driven, creative, out-of-the-box thinker; ability to adapt to a variety of situations 
•	Experience working with a multitude of individuals at various professional staffing levels
•	Strong attention to detail and ability to maintain a high level of confidentiality with all populations


I consider myself to be a devoted and dependable individual who possesses excellent verbal and written communication skills. I am enthusiastic about the opportunity to work for a local organization with such great values. I feel that a relationship with your company would be mutually beneficial, as my educational background, prior experience, and skillset would make me a perfect fit for your Human Resources position. This opportunity would also allow me to refine my skills in a new working environment.

In closing, I would like to thank you for your time and attention, and I hope to have the chance to discuss the opening with you in greater detail. 

Sincerely,

Kerstin Reynolds
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