
Professional Skills Assessment 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to provide an assessment of my professional skills in relation to the [Job Title] 

position at [Company Name]. I believe my experiences and qualifications align well with the 

requirements of this role. 

Professional Skills 

• Skill 1: [Description of Skill 1] 

• Skill 2: [Description of Skill 2] 

• Skill 3: [Description of Skill 3] 

In my previous role at [Previous Company Name], I successfully [describe a related achievement 

or responsibility]. This experience equipped me with the ability to [related skill or knowledge]. 

I am excited about the opportunity to contribute to [Company Name] and am keen to bring my 

expertise in [specific area related to job] to your team. Thank you for considering my 

application. 

Sincerely, 



[Your Name] 


