SAMPLE: every name, company and number is made up. Keep the structure, replace each line with your own facts, then delete this note and the [bracket] labels.
Ishita Rao
[City] · [email] · [phone] · [portfolio or GitHub link]
[Date]
[Hiring manager name]
[Team], [Company]
Re: Data Analyst role, [team] (job ID [ID])
Dear [Hiring manager name],
[1. Why you are writing]
I am applying for the Data Analyst role on the customer returns team at Northwind Retail. For three years I have owned the weekly business numbers for 40 regional managers at Kirana Cart, and the work I am proudest of is finding out why customers stopped coming back.
[2. One analysis story]
Early this year repeat orders fell 9% in a quarter, and the first guess was pricing. I joined 2.1M order rows to delivery times in SQL and built monthly cohorts by wait time. Customers whose order took more than 45 minutes came back far less often, and most of the drop sat in three cities. I took one chart to the operations head with one recommendation: a delay coupon for late orders in those cities. It went live in two weeks, and the repeat rate was back to its old level within four weeks.
[3. Their words, your proof]
Your post asks for SQL, Power BI and work with non-technical teams. I write SQL with window functions every day, I replaced a 6-hour weekly Excel pack with a Power BI dashboard the managers now open themselves, and I set up row-level security so each region sees only its own numbers. I also read out a two-week checkout A/B test with 52,000 users per arm: conversion rose 1.8 points with no change in refunds, so it shipped to everyone.
[4. Why this team, and a close]
Returns interest me because they are where a delivery or quality problem shows up in the data first. I would like to start by looking at how return reasons change with delivery time and category. Could we find 20 minutes next week? My dashboard samples are at github.com/example.
Regards,
Ishita Rao
