Job Achievements Summary

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Employer's Name]
[Company's Name]
[Company's Address]

[City, State, Zip Code]

Dear [Employer's Name],
As part of my application for the [Job Title] position, I would like to summarize my key
achievements in my previous roles that | believe demonstrate my qualifications for this
opportunity.
Professional Achievements
o Achievement 1: [Description of achievement, including specific metrics and impacts].
e Achievement 2: [Description of achievement, including specific metrics and impacts].

o Achievement 3: [Description of achievement, including specific metrics and impacts].

| am excited about the opportunity to bring my skills and expertise to [Company's Name] and
contribute to your team's success. Thank you for considering my application.

Sincerely,

[Your Name]



