John Doe

1234 ABC Street

City ABC, State ABC 12345

(000) 555-4321 (o)

(000) 555-1234 (h)
E-mail: johndoe@fakemail.com

March 31, 20XX

Mr. John M. Smith

Senior Recruitment Consultant

Company ABC

55 ABC Avenue

City ABC, State ABC 11111

Dear Mr. Smith:
I am currently seeking an executive position in the Mortgage Banking industry and have taken this opportunity to enclose a brief history of my experience for your review. I am a highly experienced executive with extensive expertise in all areas of mortgage banking. Specific areas of expertise include:

1. Management experience can be used to identify and affect necessary operating efficiencies.

2. Established a complete turnkey operation that included organizational setup, attaining all required approvals, developing and training staff, establishing credit lines, establishing all departments including the design of all key functions, and installing operating procedures and controls.

3. Well-developed oral and written communication skills.

4. Highly developed negotiating skills.

5. Common sense approach to problems.

6. During each year of employment, I have generated substantiated income to my employer many times the amount of my annual compensation.

Please contact me at your earliest convenience so that we may discuss the possibilities in detail.

Sincerely,

John Doe

