Name:………………………,
8 Sue Circle,
Smithtown, CA, 07890.
Email:……………………..

27th January 2018.

The Recruitment Manager, 
Westchester Community College,
432 LOFTUS Road, 
Hatfield , CA 087690.

Dear sir/Madam,
RE: Application for the Position of a Warehouse Coordinator.
I am writing to apply for the position of a Warehouse Coordinator which was recently advised in your community college website. As requested, I am enclosing a comprehensive vacancy application, my certification, my resume and three references.
Apparently, the listed opportunity is fascinating and corresponds significantly to my theoretical as well as practical training. I am therefore convinced that my technical experience, training as well as education will enable me to effectively execute my duties and responsibilities as a Warehouse Coordinator in your community college. The following are the key strengths which I possess and which are relevant to the position of a Warehouse Coordinator;
· Proven managerial skills; these will be used in supervising, planning, organizing and coordinating all the activities of my department and the entire community college. My managerial skills will also be necessary offering full orientation as well as training to new employees conceding their duties and responsibilities.
· A high level of integrity which will be required for accurate documentation and keeping records of materials received, purchased and shipped.
· Ability to work without supervision and following directions hence, guaranteeing the Assistant Director an enabling working environment.
· Technical expertise which will be used in offering the best storekeeping and warehousing methods, ensuring security and safety for all employees in the stores.
· Proficient computer skills necessary for keeping or storing warehousing information as well as English language competence which will be used as the basis of effective communication skills with all stakeholders.
· Creativity which will be used as the basis of innovation in the community college and specifically in proposing the most efficient and efficient ways of sourcing goods, storing them and ways of achieving organizational goals and objectives.
I have a BS degree in supply chain management, and hence, I have a full understanding of all warehousing activities and warehousing cycle which is necessary for the efficient execution of my duties and responsibilities as Warehouse Coordinator. During my internship, I worked with the XYZ Company as an assistant Warehouse Coordinator, and this position accorded me the opportunity to be conversant with the most critical warehousing duties. Just like the above position requires, I was able to coordinate, organize, plan and spearhead the operation of diverse warehouse activities for two years and hence, I have both the academic and practical competence to execute my duties in your community college.
Kindly review my resume for additional information on my educational background as well as experience. In case of an interview, kindly contact me through +……………………… or the following email:……………………………….
Thank you for your time, and I look forward to your consideration for this viable employment opportunity.
Sincerely,
……Signature………..
.….Your Name………

