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:
Managing a company has changed dramatically over the last 10 years. As companies begin to explore the benefits of Total Quality Management, Human Resources has become an important part of that change. Culture change needs support and Human Resources is the best discipline to assist in making a new vision become reality.

I joined Company ABC 10 years ago. At that time, the company was primarily a manufacturing site for three other companies. The new vision for the facility was to move toward a commercially viable entity. I helped to change the culture to support this business objective. I accomplished this by introducing effective participatory management practices and Total Quality Management techniques to the organization. As a result, our external sales base now comprises 85% of total sales and our expenses have been reduced by 55%.

While I am not aware that you are in the market for a Vice President of Human Resources, you may be contemplating a change to your company 's culture. I could be a significant asset in that effort.

If you're curious about change, it would be beneficial for us discuss your vision and my experiences.

Sincerely,

John Doe
