
Talent Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

I am writing to present my talent summary as part of my job prospecting efforts. I am a [Your 

Job Title] with [X] years of experience in [Your Industry/Field]. I possess a strong background in 

[Key Skills or Areas of Expertise]. 

Some highlights of my qualifications include: 

• [Key Achievement 1] 

• [Key Achievement 2] 

• [Key Achievement 3] 

I am particularly drawn to [Company Name] because [Reason for Interest in Company]. I believe 

my skills in [Relevant Skill] and experience with [Relevant Experience] would contribute 

positively to your team. 

I welcome the opportunity to discuss how my expertise aligns with your needs. Thank you for 

considering my profile. 

Sincerely, 

[Your Name] 

[Your Phone Number] 

[Your Email Address] 


