
[Your Full Name] 

[Address, City, State, Zip] 

[Phone Number] | [Email Address] 

[LinkedIn Profile Link]  

[Date] 

 

[Hiring Manager Name] 

[Company Name] 

[Company Address]  

RE: [Job Title] - [Reference Number if applicable]  

Dear [Hiring Manager Name], 

I am writing to express my strong interest in the [Job Title] position at [Company Name]. Having 

recently dedicated time to full-time family management, I am now reentering the workforce with 

a sharpened set of transferable professional skills and a focused commitment to contributing to 

your [Department Name] team. 

During my career interval, I intentionally maintained my professional edge by [mentioning one 

specific thing: e.g., completing a certification, freelancing, or community leadership]. My 

background in [Previous Industry] combined with the high-level multitasking and crisis 

management inherent in family leadership has prepared me to handle the complexities of this 

role. 

[CORE SKILL 1: E.G., PROJECT MANAGEMENT]  [Briefly describe how you applied 

this skill, either in previous roles or during your gap, focusing on results.]  

[CORE SKILL 2: E.G., COMMUNICATION & LIAISON]  [Briefly describe your ability 

to coordinate between stakeholders or manage complex schedules/budgets.]  

[CORE SKILL 3: E.G., STRATEGIC PLANNING]  [Detail your ability to prioritize tasks 

and meet long-term objectives under pressure.]  

[CORE SKILL 4: E.G., TECHNICAL PROFICIENCY]  [Mention specific software or tools 

you have mastered or kept current with.]  

I am eager to bring my adaptability, loyalty, and refined organizational abilities to [Company 

Name]. I am particularly drawn to your company's [mention a specific company value or project] 

and am confident that my diverse perspective will be an asset to your culture. 

Thank you for your time and for considering my application. I look forward to the possibility of 

discussing how my skills align with the needs of your team. 

Sincerely, 

 



[Your Signature] 

[Your Printed Name]  


