
Work History Summary 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

Dear [Employer's Name], 

I am writing to provide a summary of my work history as part of my application for the [Job 

Title] position at [Company Name]. Over the past [Number] years, I have gained extensive 

experience in [Industry/Field], which I believe makes me a strong candidate for this role. 

Summary of Work History: 

• [Job Title] at [Company Name] (From [Start Date] to [End Date]) 

Brief description of responsibilities and achievements. 

• [Job Title] at [Company Name] (From [Start Date] to [End Date]) 

Brief description of responsibilities and achievements. 

• [Job Title] at [Company Name] (From [Start Date] to [End Date]) 

Brief description of responsibilities and achievements. 

I am excited about the opportunity to bring my skills in [Relevant Skills] to [Company Name] 

and contribute to your team effectively. Thank you for considering my application. 

Sincerely, 

[Your Name] 


