
[Your Full Name] 

[Phone Number] | [Email Address] 

[City, State, Zip Code] | [LinkedIn Profile URL] 

[Date]  

[Hiring Manager Name] 

[Title] 

[Company Name] 

[Company Address]  

RE: SENIOR HUMAN RESOURCES GENERALIST APPLICATION - [JOB 

ID/REFERENCE NUMBER]  

Dear [Hiring Manager Name/Hiring Committee],  

I am writing to express my strong interest in the Senior Human Resources Generalist position at 

[Company Name]. With over [Number] years of experience in lifecycle HR management, 

organizational development, and employee relations, I am confident in my ability to enhance 

your HR operations and support your strategic business goals.  

In my most recent role at [Current/Previous Company], I spearheaded [Specific Project, e.g., a 

new performance management system or recruitment strategy] which resulted in a 

[Percentage/Metric] increase in [Benefit, e.g., employee retention or hiring efficiency]. My 

expertise spans across several core HR functions, including:  

• Employee Relations: Resolving complex labor issues and fostering a positive corporate 

culture. 

• Compliance: Ensuring full adherence to [Federal/State] labor laws and EEO regulations. 

• Talent Acquisition: Scaling departments by implementing data-driven sourcing 

techniques. 

• Benefits & Compensation: Administering comprehensive programs that balance cost-

efficiency with competitive market rates. 

I am particularly drawn to [Company Name] because of your commitment to [Mention a 

Company Value or Recent Achievement]. I am eager to bring my analytical approach and 

leadership skills to your HR team to help drive employee engagement and operational 

excellence.  

Thank you for your time and consideration. I look forward to the possibility of discussing how 

my background in high-level HR administration can contribute to the continued success of 

[Company Name].  

Sincerely, 

 

[Your Signature (if sending by mail)] 

[Your Printed Name]  


