Jane Doe

1050 ABC Street • City ABC, State ABC • 12345 • (000) 555-1234

March 31, 20XX

Mr. John M. Smith

Senior Recruitment Consultant

Company ABC

55 ABC Avenue

City ABC, State ABC 11111

Dear Mr. Smith:
The requirements you outline in Journal of ABC for a Director of Development for the Graduate School of Social Services closely match my background. I am a professional fund raising executive with a proven record of leadership and success in higher education. Highlights of my career include:

· $4 million in corporate grants for policy research in youth justice, homelessness, and HIV education and community college education.

· $3 million in gifts over a two-year period, including $1 million for endowed chair in family studies.

I offer a combination of management, strategic planning, development, and communication skills that ideally match your needs. My background, my twelve years in higher education, and my career in social services are also attributes I would bring to the University. I have spoken with John Doe regarding this position and he has suggested that I apply.

I am available at your convenience for an interview, and look forward to the chance to discuss my credentials in greater detail.

Sincerely,

Jane Doe

