
[Your Full Name] 

[Your Phone Number] 

[Your Email Address] 

[Your LinkedIn Profile URL] 

 

[Date] 

 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

Dear [Recipient Name], 

Re: [Target Position or Strategic Opportunity] 

I am writing to you because of [Specific Recent Company Achievement or Shared Connection 

Name]. Having followed [Company Name]'s trajectory in [Industry/Market], I am particularly 

impressed by your approach to [Specific Business Challenge or Value Pillar]. 

My background in [Core Expertise] is built on a track record of delivering [Primary Metric, e.g., 

Revenue Growth/Operational Efficiency]. Most recently, at [Previous Company], I led [Key 

Initiative] which resulted in: 

• [Result 1: Quantitative Achievement] 

• [Result 2: Quantitative Achievement] 

• [Result 3: Strategic Impact] 

I see an immediate opportunity to apply this experience to [Company Name]'s current goal of 

[Specific Company Objective]. I am confident that my unique perspective on [Niche Skill or 

Industry Trend] would serve as a high-value asset to your leadership team. 

I would welcome the opportunity to discuss how my expertise aligns with your strategic vision 

for the coming year. Thank you for your time and consideration. 

Sincerely, 

 

[Your Signature] 

[Your Printed Name] 


