Example Letter:
Ms. Jane Smith
Fortune 500 Company
1234 Street
Capital City, ST 12345
Today’s date

Dear Ms. Smith,

Thank you for the opportunity to meet with you this morning. I sincerely appreciate the chance to interview with you for the position of Executive Manager.

I feel that my background has made me uniquely qualified for this role. For the past four years, I have gained extensive experience in developing the identical systems used in your department. I lead a team that was able to improve efficiencies to double-digit increases four years in a row in my current position. It was very satisfying to observe what a team can do when motivated by a goal and encouraged by performance results.

I welcome the opportunity to join your company. I enjoyed meeting with you and hope to be able to work with you. Your company is an industry leader and has earned a reputation that I have long admired. It is my ambition to be a part of your company.
I look forward to hearing from you soon.

Sincerely,
John Candidate
