Jane Doe

1234 ABC Street

City ABC, State ABC 12345

(000) 555-1212

March 31, 20XX

Mr. John M. Smith

Senior Recruitment Consultant

Company ABC

55 ABC Avenue

City ABC, State ABC 11111

Dear Mr. Smith:
In light of your phenomenal 300% growth since 19XX, there is a strong probability that your plans call for continued growth and expansion.

If so, then perhaps my enclosed resume will be of interest to you. Upon review, you will find the highlights of a successful career in outplacement services. My background encompasses all aspects of building and managing an outplacement firm from start-up through national expansion.

As a follow up to this letter, I will contact you directly to learn your reaction to my background and determine whether setting up a meeting is indicated.

I have enjoyed bringing my background to your attention and look forward to speaking with you soon.

Sincerely,
Jane Doe
