
[Your Name] 

[Your Title/Organization] 

[Phone Number] 

[Email Address] 

[Date] 

[Hiring Manager Name] 

[Hiring Manager Title] 

[Company Name] 

Dear [Hiring Manager Name], 

I am writing to formally introduce [Candidate Name], a high-performing professional with a 

proven track record in [Industry/Specialization], specifically for the [Job Title] position. 

Based on your current goals for [Department/Project Name], I identified [Candidate Name] as a 

top-tier talent who consistently delivers results. Key highlights of their background include: 

• [Key Achievement 1]: Accomplished [X]% growth/efficiency improvement in [Previous 

Role]. 

• [Key Achievement 2]: Led the successful implementation of [Specific Project/Tool]. 

• [Key Achievement 3]: Recognized as a top performer for [Specific Skill/Metric] for 

[Number] consecutive years. 

Beyond their technical expertise, [Candidate Name] possesses the leadership qualities and 

strategic mindset necessary to make an immediate impact on your team's bottom line. 

I have attached their comprehensive profile and portfolio for your review. I would welcome the 

opportunity to discuss how their specific strengths align with your organizational objectives. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


