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 writing to you because your company may need someone with my experience. Please allow me to highlight some of my more recent accomplishments:

· As Chief Financial Officer of a major wholesale distribution company, I reduced excess inventory by $2.5 million. Customer service was improved to 92% and stock turnover reduced by 20%, reducing interest expenses by $250,000 over four years.

· Implemented freight cost analysis to identify negative impact of absorbed costs on profitability. The company is now realizing annual savings of $140,000.

· Negotiated and managed insurance programs to reduce annual expense by $40,000.  Improved worker's compensation experience ratio from 1.87 to 1.11 in five years.

· Reduced personnel by 10% while expanding both capabilities and productivity. Absorbed functions from other departments during this period.

· Improved the quality of receivables, decreased bad debt expense and added new techniques for collecting and protecting monies owed.
If you feel that your company is in need of someone with my background, please contact me at your earliest convenience.

Please call me today,

John Doe

