
Professional Experience Overview 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to provide an overview of my professional experience as part of my application for 

the [Job Title] position at [Company's Name]. 

Professional Experience 

[Job Title] - [Company Name] 

[Dates of Employment] 

• [Responsibility/Task 1] 

• [Responsibility/Task 2] 

• [Responsibility/Task 3] 

[Job Title] - [Company Name] 

[Dates of Employment] 

• [Responsibility/Task 1] 

• [Responsibility/Task 2] 

• [Responsibility/Task 3] 



Skills and Qualifications 

• [Skill or Qualification 1] 

• [Skill or Qualification 2] 

• [Skill or Qualification 3] 

Thank you for considering my application. I look forward to the opportunity to discuss my 

experiences in further detail. 

Sincerely, 

[Your Name] 


