
Dear [Hiring Manager Name], 

I am pleased to present a highly qualified candidate for the [Job Title/Department] role 

currently open at [Company Name]. 

To maintain confidentiality at this stage of the process, I have provided a blind summary of their 

professional background below: 

• Candidate Reference ID: [Reference Number] 

• Current Title: [Job Title] 

• Years of Experience: [Number] years 

• Key Technical Skills: [Skill 1, Skill 2, Skill 3] 

• Key Achievements: [Achievement 1 or Metric], [Achievement 2 or Metric] 

• Education: [Degree/Certification Type] 

• Notice Period: [Number of weeks/days] 

• Salary Expectation: [Amount/Range] 

Candidate Summary: 

[Insert a brief 3-4 sentence paragraph describing the candidate's strengths and why they are a 

specific cultural and technical fit for your team.] 

Please let me know if you would like to view the full resume or schedule an initial introductory 

call. I look forward to your feedback. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 


