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Mr. Jones

Vice President

ABC Company
555 Bush Street
San Francisco, CA 94108
Date

Dear Mr. Jones,

With nearly two decades experience in ……………………, …………………………. and …………………………………. I am very interested in the ………………………..position in  department at ABC Company as advertised …………………….. 

In my current position as ……………… at ………………………….., I have ………………………….. growing ABC Company’s …………………. to $$$ annually and was recognized and awarded as the “go-to” strategic thinker for leading the organization in the development and execution…………………………….. I understand ABC Company is set to launch the new  ……. where I would undoubtedly utilize my past experience in ……………………… 

My steeped experience in …………………………………………………… allowed me to significantly increased XYZ company’s …………………………………. resulting in ……… ……………. Similarly, I …………………………... My natural leadership skills and strong team building abilities are assets I have used in ……………………………… both Fortune 100 companies and small business environments alike. I look forward to blending my …………….and………….acumen to advance ABC Company’s initiatives.   

I am certain that my past experience in ……………and……………….. are in direct alignment with what you are seeking in a candidate. I look forward to discussing how my qualifications can best be utilized at ABC Tech. Please feel free to call me at --------, or e-mail me at…………………... 
Thank you for your time and consideration.

Respectfully,

Name

