Olivia Anne Grayson
Dallas, Texas 75248   •   oliviaagrayson@tx.rr.com   •   (214) 555-4461
<Month Day, Year>

<First Name, Last Name>

<Company Name>

<Street Address>

<City, State Zip Code>

Re: <job title or reference number>

Dear Mr./Ms. <Last Name>:

Providing practical, cost-conscious Human Resources leadership is my passion! 
In addition to fully meeting your minimum requirements, I offer you 20+ years’ experience in mid- and senior-level HR roles and considerable expertise pioneering HR programs that enhance revenue growth and profitability while creating employee-friendly, safe, and productive work environments. 
With broad-based industry experience, I’ve developed a steadfast reputation for creating innovative benefit and wellness programs, developing leading-edge training programs, and implementing the strategic HR function for high-growth organizations. Where others see roadblocks, I see opportunities. If you’re looking for someone who will step up to the plate and quickly accept whatever challenges are thrown at her, I’m your next <job title>. My track record of performance, extensive HR knowledge, and high-energy, positive leadership style would add measurable value to your company.

Recently, the company that I played a key role in building and called home for the past nine years was sold, and my position was—despite my stellar track record—eliminated. The new ownership couldn’t rightfully justify keeping two HR Vice Presidents on the payroll, and naturally, I understand. When one door closes, however, another one opens, and for this reason, I’m now actively seeking a new HR challenge that will leverage my skills and experience. I love what I do, and I’m eager to get back to work, adding measurable value to a company like <Company Name>. When you review the attached résumé, you will note that my skills and experience are a perfect match with your current needs. 

Please call me to schedule an interview in which we could discuss <Company Name’s> needs in more detail and the results you could expect from me in responding to those priorities. Thank you in advance for your time and consideration. I will look forward to hearing from you soon.

Sincerely,

Olivia Anne Grayson
Enclosure: Résumé
• • • •
