Mr/Mrs Full Name

Address

Address

Address

Address

Tel: 

Date
Mr/Mrs Full Name

Title

Company Name

Address: Line 1

Address: Line 2

Postcode

Dear Mr/Mrs Surname

I have been researching the market for an innovative, forward-thinking company specialising in <area of interest>. <Company Name> has an impressive track record in the industry and I am writing to establish whether you have any opportunities for a <job title>. 

With over xx years’ experience as a <job title> and <job title>, I have a wealth of experience of list core experience in a highly demanding environment, coupled with provide details of other areas of strength, for example, effective operations, management experience, coaching business units through behavioural and cultural change. I am recognised for effectively delivering short and long-term strategies within general business operations and business re-engineering projects.

My career highlights include list two/three achievements …

I possess strong list one/two core skills with a proven ability to demonstrate how/where you have demonstrated these skills. (Focus on skills/qualities that they look for in employees – see website)
Explain why you are interested in their company and what you feel you could bring to the organisation/department.
I am now looking for a new challenge within a dynamic, growing organisation. I am confident that I would make a significant contribution to <Company Name> and I would welcome the opportunity to discuss my application further.

I look forward to hearing from you soon.

Yours sincerely

Name

Enc CV

