
{Today’s Date} 
 
{Hiring Manager’s name} 
{341 Company Address} 
(Ijaiye Ogba, Lagos} 
(hiring.manager@gmail.com} 
 
 
Dear {Mr./Mrs./Ms}{Hiring Manager’s Name} 
 
I am writing in regard to the { Store & Supplies Officer position} opening advertised on the {Company Name} job 

board, having read through your job description, I am thrilled to be applying for this position as my 6 years of 

experience and skillset match the requirements you’re looking for. 

 

At my current Company, {XYZ Limited}, Having contributed my skills in growth-oriented programmes especially in 

improving relationship and partnership between suppliers and consumers. I am valued by the CEO and his staff as a 

critical support pillar for the team – by providing cos-effective strategies, high quality service, the best to succeed in 

today’s competitive business environment. My desire is to contribute in the { Company Name }’s competitive edge 

has motivated me to offer my enthusiasm, knowledge and experience for the Store & Supplies Officer Position you 

are currently advertising, Allow me to highlight three bullet points from my resume that I believe demonstrate why I 

am the perfect candidate for the position; 

• 6 years’ experience in business and a good understanding of supply chain management & Logistics. 

• Good understanding of procurement and the intricacies of inventory needs and adept at sourcing materials. 

• Excellent at cultivating Vendor Relationships, negotiating contract and maintaining schedules.  

My resume goes into more detail about my daily job duties and achievements during my tenure as a Store & 

Supplies Officer at two companies. However, I believe that three bullet points demonstrate that I possess the ability 

thrive in challenging, fast-paced environment where I can apply my resourceful and forward-thing nature to meet 

your dynamic needs. 

I would love to have the opportunity to join the team at {Company Name} and use my skills to create and efficient, 

stress-free office environment for your executives. I believe that I can meet and exceed the expectation that you 

have for this role. I look forward to speaking more with you about my candidacy. Feel free to contact me at any time 

 

Sincerely, 

{Your Name}  


