FREE SAMPLE: the names, dates, and details are fictional. Replace every one before use.
28 September 2026

Mr. Carlo B. Mendoza
Operations Director
Narra Ridge Logistics Corp.
Unit 1205, Acacia Business Center
Cebu City

Dear Mr. Mendoza:
I would like to apply for the Warehouse Operations Supervisor position advertised on your company website on 15 September 2026.
I have six years of experience in warehouse and inventory work, the last three as Senior Inventory Officer at Dagat Freight Services, Inc. in Mandaue City, where I lead a team of eight checkers and forklift operators across two shifts. I introduced zone-based cycle counting, which cut our inventory discrepancies from about 2 percent to under 0.5 percent in one year, and I train new staff on our warehouse management system. I also prepare monthly stock reports for management and coordinate inbound shipments with customs brokers and truckers.
Your posting asks for someone who can run daily operations and improve stock accuracy. That is the work I have done for the past three years, and I would welcome the chance to do it for Narra Ridge.
I can attend an interview on short notice and can start on 16 November 2026, after I complete my notice period with my current employer. My résumé and a certificate of employment from my previous employer are attached. You can reach me at 0900 000 0000 or jose.reyes@example.com. Thank you for your time.
Sincerely,

(Signature)
Jose M. Reyes
From https://law.ph/guides/application-letter-for-employment-philippines. Legal information, not legal advice.
