
[Your Full Name] 

[Phone Number] 

[Email Address] 

[LinkedIn Profile URL]  

[Date]  

[Hiring Manager Name] 

[Store Name] 

[Store Address] 

[City, State, Zip Code]  

Dear [Hiring Manager Name], 

I am writing to express my interest in the Assistant Retail Store Manager position at [Store 

Name], as advertised on [Source of Job Posting]. With [Number] years of experience in retail 

operations and a proven track record of driving sales while maintaining exceptional customer 

service standards, I am confident in my ability to support your leadership team and contribute to 

the store's continued success. 

In my previous role as [Current/Previous Job Title] at [Previous Company], I was responsible for 

[Key Responsibility, e.g., supervising a team of 15 associates and managing inventory turnover]. 

During my tenure, I successfully [Specific Achievement, e.g., increased regional conversion 

rates by 12% or reduced shrink by 15%]. I pride myself on my ability to mentor staff, resolve 

complex customer issues, and ensure that visual merchandising aligns with brand guidelines. 

I am particularly drawn to [Store Name] because of your reputation for [Specific Company 

Value or Initiative, e.g., sustainable sourcing or community engagement]. I am eager to bring my 

expertise in [Skill, e.g., labor scheduling or loss prevention] to your team to help streamline daily 

operations and exceed quarterly performance targets. 

Thank you for your time and consideration. I look forward to the possibility of discussing how 

my background and leadership style can benefit [Store Name]. 

Sincerely, 

[Your Signature (if sending by mail)] 

[Your Printed Name]  


