Dear  HR departament, 

I believe my skills and expertise in accounting, financial and business administration qualify me for this position. 
I am also trained and certified as a HR specialist. 
This qualifies me to fulfill any duties regarding employment contracts and records.

 I take pride in being a team player and take action towards improving the performance and communication within the team. 
This role would be an excellent opportunity for professional and personal growth.

I can provide additional references on request.

I look forward to interviewing for this opening!

Best regards, 

name ......

