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To: Alice Nolte

TriStar Healthcare

Dear Ms. Nolte,

I am writing to express my interest in the HR Assistant position 
at TriStar Healthcare. As a highly organized and detail-oriented 
individual with a passion for human resources, I am confident that 
I would be an excellent addition to your team.

In my previous role, I gained valuable experience in various 
HR functions, including recruitment, onboarding, and employee 
relations. This experience has allowed me to develop strong 
interpersonal skills and the ability to work effectively with 
individuals at all levels of an organization.

One of my biggest achievements in this role was streamlinin-
g the recruitment process by implementing a new applicant 
tracking system, resulting in a 20% decrease in time-to-fil-
l for open positions. I also played a key role in developing 
and delivering training programs for managers on effective 
performance management, which resulted in a 15% increase in 
employee satisfaction with their performance evaluations.

My best qualities include my strong attention to detail and my 
ability to handle confidential information with discretion. In my 
previous role, I was responsible for maintaining employee files and 
ensuring compliance with all relevant laws and regulations. I take 
great pride in my organization skills and have been commended by 
my colleagues for my ability to juggle multiple tasks efficiently.

Thank you for considering my application. I am excited about the 
opportunity to join the team at TriStar Healthcare and contribute to 
its success. I am confident that my skills, experience, and passion 
for human resources make me a strong candidate for this role.

Sincerely,

Jessica Taylor
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