
 

  

 

 

  

 

 

 

 

 

 

 

 

                       Include name, 

address, phone number & email – 

LinkedIn, only if established  

I believe that the combination of my job experience, personal skills and high 

level of competence across a diverse set of industries makes me an excellent 

candidate for this position. I am excited to be a part of an organization of 

such high caliber. Thank you for considering me for this position. 

Dear Mr. Smith,  

 

Thank you for the opportunity to express my interest in working for your organization, Smith 

Manufacturing. The enclosed resume reflects my qualifications and knowledge as a result oriented 

professional with successful and comprehensive management experience. I have highlighted some 

key contributions made in the past that would directly benefit your organization today and 

tomorrow. I offer you the following:  

• Strong work ethic- failure is not an option. I am prepared to work hard and am excited for 
this amazing opportunity.  

• Sound leadership and management experience encompassing all facets of supply and 
logistics management, including acquisition logistics, integrated logistics support (ILS) 
program management, lifecycle cost analysis, retail operations and supply chain 
management. 

• Proven operations, fiscal management, human resources management, employee relations 
and customer service achievements. 

• Strong quality management professional, focused on cost-effectiveness, productivity and 
continuous process improvement. 

• Exceptional communication and motivational skills - proactive in bringing together large 
groups of diverse people working toward the accomplishment of common goals. 
 

Serving in positions of increasing responsibility and complexity, I have learned to be more consistent 

in the deployment of strategies and tactics to achieve desired operational and customer service 

objectives.  I am adept at changing work environments, conditions, and ever-changing work cultures. 

My work ethic, motivation and loyalty are unmatched and will serve your organization well.  

 

 

 

NAME LINE 
11 East 40th Ave, San Diego, CA 92900 | 619-345 -5678 | jillwu.19@hotmail.com 

 

January 6, 2020 

 

Hiring manager’s full name 

Hiring manager’s position title  

Company name 

Company address 

Hometown, USA 67890  

 

 

HEADING 

                 Three lines under the heading, include cover letter 

construction date 

DATE 

                                   Two lines under the date, include the hiring 

manager’s name, job title, organization name and address 

INSIDE ADDRESS 

                        Two lines under the Inside Address, begin to greet the hiring 

manager with the word Dear, followed by addressee’s last name  

GREETING 

                                             
Two lines under the 

Greeting, state why 

you are writing this 

cover letter  

REASON FOR WRITING  

                                     

Highlight relevant and 

job specific and traits 

and skills 
 

Key Tips: 

    Incorporate 

highlights from your 

resume and applicable 

professional etiquette 
 

    Keep all skills 

relevant to the 

position and/ or 

organization  

RELEVANT SKILLS 

                                                    Two lines under 

the Relevant Skills section summarize why 

you are interested in the position and/ or 

organization and why you are a fit                  

 

COMPLIMENTARY CLOSE 

                                        Skip two lines and type the word Sincerely, followed by 

another skipped line, and then your full name – listed enclosers are optional  

 

SIGNATURE LINE Sincerely, 

 

Jane Doe 


