Performance Highlights

Date: [Insert Date]
To Whom It May Concern,

I am writing to highlight my key achievements and performance in my previous roles, which |
believe make me a strong candidate for the [Job Title] position at [Company Name].

1. Achievements

o Successfully led a project that resulted in a [specific percentage] increase in [relevant
metric], demonstrating my ability to drive results.

o Implemented a new process that improved efficiency by [specific percentage] and
reduced costs by [specific amount].

e Recognized as [Award/Recognition] for outstanding performance in [specific task or
project].

2. Skills Demonstrated

o Expertise in [relevant skill/technology], which was pivotal in achieving [specific
outcome].

« Strong leadership capabilities, having managed a team of [number] to accomplish
[specific goal].

o Exceptional problem-solving skills, successfully addressing [specific challenge/situation].

| am excited about the opportunity to bring my skills and experiences to [Company Name] and
contribute to your team's success.

Thank you for considering my application.
Sincerely,
[Your Name]

[Your Phone Number]
[Your Email Address]



