Justin Time
Warwick, RI  ·  (401) 555-4444  ·  example@ccri.edu  ·  linkedin.com/in/justin-time


April 19, 2026
Hiring Manager
Amica Mutual Insurance
100 Amica Way
Lincoln, RI 02865

RE: Accounting Assistant Position

Dear Hiring Manager,

I am writing to express my interest in the Accounting Assistant position at Amica Mutual Insurance, as advertised on Handshake. I am currently completing an Associate of Science in Business Administration with a concentration in Accounting at the Community College of Rhode Island (CCRI), with an anticipated graduation date of December 2026. I am eager to apply my academic background and hands-on customer service experience to contribute to your team.

During my studies at CCRI, I have developed skills in financial accounting, data analysis, and business operations through coursework including Financial Accounting, Managerial Accounting, and Statistical Analysis. I am proficient in QuickBooks, Microsoft Excel, and Google Sheets, all tools that are central to this role. My three years of experience as a Shift Supervisor at Walgreens and CVS Health have also strengthened my ability to manage transactions accurately, delegate responsibilities, and maintain detailed records under pressure. I bring that same attention to detail and reliability to every task.

I am particularly excited about joining Amica Mutual Insurance because of your reputation as one of the most trusted insurance companies in the country and your strong commitment to both customers and employees. I am drawn to an organization that values integrity and excellence, and I am confident that my passion for accounting and my drive to grow in the field will make me a valuable addition to your team.

Thank you for taking the time to review my application. Please see my attached resume, and I hope to have the opportunity to discuss how my background aligns with the needs of your team. You can reach me at (401) 555-4444 or example@ccri.edu. I look forward to hearing from you.

Sincerely,

Justin Time
