
Key Achievements 

[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], 

I am writing to express my interest in the [Job Title] position at [Company's Name]. I would like 

to highlight some of my key achievements that demonstrate my suitability for this role: 

• Successfully led a project that resulted in a [specific outcome or award, e.g., 20% 

increase in sales] within [time frame]. 

• Implemented a new system that [describe the system and its impact, e.g., reduced 

operational costs by 15%]. 

• Trained and mentored a team of [number] employees, improving their performance and 

productivity by [specific improvement metrics]. 

• Developed a marketing strategy that increased brand awareness by [percentage] over 

[time period]. 

• Received [specific award or recognition] for excellence in [describe the area]. 

These achievements underscore my ability to contribute effectively to your team and help 

[Company's Name] reach its goals. I am eager to bring my skills in [relevant skills] to your 

organization. 

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

experiences align with the needs of your team. 

Sincerely, 



[Your Name] 


