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

Ms. Ana R. Villanueva
Human Resources Manager
Sampaguita Labs, Inc.
8th Floor, Molave Center, Ortigas Avenue
Pasig City

Dear Ms. Villanueva:
I am applying for the Junior Data Analyst position that Sampaguita Labs posted on its careers page on 21 September 2026. I graduated in June 2026 with a Bachelor of Science in Statistics from Luzon Heights University, and I would like to start my career in a team that uses data to improve its products.
During my 300-hour internship at Tala Insights Co., I cleaned and merged survey data from about 2,000 respondents and prepared weekly summary tables for the research team. For my thesis, I used Python and R to study the delivery times of small online sellers and presented the findings to a panel of faculty and local business owners. I am comfortable with SQL, spreadsheets, and clear charts, and I am used to explaining numbers to people who are not analysts.
I am available for an interview on any weekday and can start on 3 November 2026. My résumé and transcript of records are attached. You can reach me at 0900 000 0000 or maria.santos@example.com. Thank you for considering my application.
Respectfully yours,

(Signature)
Maria L. Santos
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