
Accomplishments Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Your Email] 

[Your Phone Number] 

[Employer's Name] 

[Company's Name] 

[Company's Address] 

[City, State, ZIP Code] 

Dear [Employer's Name], 

I am writing to you regarding the [Job Title] position at [Company's Name]. I would like to 

highlight some of my key accomplishments that I believe demonstrate my suitability for this 

role. 

• Accomplishment 1: [Brief description of the accomplishment and its impact] 

• Accomplishment 2: [Brief description of the accomplishment and its impact] 

• Accomplishment 3: [Brief description of the accomplishment and its impact] 

I am excited about the opportunity to contribute to [Company's Name] and am confident that my 

skills and experiences make me a strong candidate for this position. Thank you for considering 

my application. I look forward to discussing my qualifications further. 

Sincerely, 

[Your Name] 


