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To: The Hiring Manager
Company: [insert the company name you applying at]
Location: [insert the location of the company e.g. Cape Town, Western Cape] Date: [insert the date of application]


Cover letter for the application for [insert position]
Dear Hiring Manager,

I am eager to apply for the [Job Title] position at [Company Name], as advertised. With more than a decade of experience in administrative support, payroll and HR administration, financial controls, and customer service excellence, I am confident in my ability to add measurable value to your team.

At Woolworths, I supported business operations across multiple functions, from processing payroll for 30+ employees to reconciling an average of R150,000 in weekly cash transactions. I also managed HR and compliance documentation, coordinated schedules, facilitated staff onboarding, and handled more than 100 daily customer and internal queries with accuracy and professionalism. My ability to stay organized under pressure, solve problems proactively, and streamline processes has consistently contributed to improved efficiency and audit compliance.

What excites me about joining [Company Name] is the opportunity to apply my proven skills in administration, HR support, and customer service in an environment where operational excellence and people development are equally valued. I thrive in fast-paced workplaces, take pride in meticulous attention to detail, and enjoy supporting both management and frontline teams to achieve their goals.

I would welcome the opportunity to bring my administrative expertise, people-first approach, and results-driven mindset to your organization. I am confident that my background aligns strongly with your requirements, and I am eager to contribute to the success of your team.

Thank you for considering my application. I look forward to the possibility of discussing how I can support [Company Name]’s continued growth and success.
Yours in faith,
[insert your name and surname]
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