Career Highlights

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Career Highlights for [Position Title]
Dear [Recipient's Name],

| hope this message finds you well. | am writing to share some key highlights of my career that |
believe align well with the prospective role of [Position Title] at [Company Name].

1. [Key Achievement/Skill]

[Brief description of the achievement or skill along with relevant metrics, if applicable.]

2. [Key Achievement/Skill]

[Brief description of the achievement or skill along with relevant metrics, if applicable.]

3. [Key Achievement/Skill]

[Brief description of the achievement or skill along with relevant metrics, if applicable.]

Throughout my career, | have continually strived for excellence and innovation. | believe the
combination of my experience and skills make me an excellent fit for [Company Name].

I look forward to the opportunity to discuss how I can contribute to your team.
Thank you for considering my application.

Sincerely,

[Your Name]

[Your Contact Information]



