
[FULL NAME] 

[PHONE NUMBER] | [EMAIL ADDRESS] | [LINKEDIN PROFILE] | [CITY, STATE]  

[Date] 

[Hiring Manager Name] 

[Title] 

[Company Name] 

[Company Address] Dear [Hiring Manager Name],  

RE: [Job Title] Application 

It is with great interest that I submit my application for the [Job Title] position at [Company 

Name]. With over [Number] years of experience in high-end corporate hospitality and 

relationship management, I have a proven track record of delivering world-class experiences that 

align with strategic business objectives and brand values. 

In my recent role at [Previous Company], I was responsible for [Key Responsibility, e.g., 

managing a multi-million dollar hospitality budget or overseeing VIP client relations]. During 

this time, I successfully [Key Achievement, e.g., increased client retention by X% or streamlined 

event operations for global summits]. My approach focuses on blending meticulous operational 

planning with a refined understanding of executive-level service standards. 

I am particularly drawn to [Company Name] because of [Specific Reason, e.g., your reputation 

for innovation in the luxury sector]. I am confident that my expertise in vendor negotiation, 

stakeholder engagement, and bespoke event design will allow me to enhance your current 

hospitality offerings and provide your clients with unparalleled service. 

My core competencies include: 

• Strategic VIP Client Management & Retention 

• Large-Scale Corporate Event Programming 

• Global Budgeting & Financial Forecasting 

• Cross-Functional Team Leadership & Training 

• Luxury Brand Alignment & Protocol 

I look forward to the possibility of discussing how my background in high-stakes corporate 

hospitality can contribute to the continued success of [Company Name]. Thank you for your time 

and consideration. 

Sincerely, 

 

[Your Handwritten Signature] 



 

[Full Name]  


