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Summary



Date



Dear Mr. or Ms. (Contact’s Last Name): or Dear Hiring Manager: 

With XX years of experience and a diverse range of expertise, I am confident in my ability to excel as Company Name’s next Position Title.

Throughout my career, I have leveraged my ability to clearly convey complex information and demonstrated my passion for building consensus with key stakeholders, including high-value clients and executive leaders. In my most recent/current position as a Job Title, these strengths allowed me to accomplish short- and long-range objectives, while contributing to a vibrant, inclusive company culture. Furthermore, I have refined industry-specific competencies that I can immediately apply, including Area 1, Area 2, and Area 3 (list key area/areas of expertise). 

A small selection of my key projects and accomplishments includes…
· [bookmark: _Hlk515537545]Reworded example from resume (remember, these should be complete statements).
· Reworded example from resume.
· Reworded example from resume.

Motivated by the prospect of helping your team achieve its goals, I look forward to meeting with you to discuss this position in detail. Should you need further information, I am available by phone or email at your convenience.

Sincerely,



Client Name

