Your Name
your.email@example.com   •   0400 000 000
[Date]
[Hiring Manager Name]
[Company Name]
[Company Address]
Re: Application for Superannuation Administrator
I am writing to apply for the Superannuation Administrator role at [Company Name]. My background in processing member contributions, managing rollovers and maintaining compliance under SIS legislation lines up closely with the day-to-day demands of this position.
In my most recent role I reconciled member transaction records against bank and investment statements each month, catching data discrepancies before they reached quarterly reporting and keeping the fund's records audit-ready ahead of ATO lodgement deadlines. I also handled a steady volume of member inquiries about balances and entitlements, explaining technical superannuation concepts in plain language that members could act on.
[add one genuine, specific reason: a project, value, or market position you can point to] is what draws me to [Company Name] specifically, and I'd welcome the chance to bring my compliance-focused approach to your administration team.
Thank you for considering my application. I've attached my resume and would welcome the opportunity to discuss how my experience with SuperStream processing and regulatory reporting could support your team.
Kind regards,
Your Name




