CONFIDENTIAL
[Date]

[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]

RE: Professional Qualifications Summary - [Candidate Reference Code/Name]
Dear [Recipient Name],

I am writing to formally present the qualifications of a highly skilled professional currently
exploring new opportunities within the [Industry Name] sector. Please treat this communication
and the attached profile with the utmost confidentiality.

The candidate possesses over [Number]| years of experience, with a proven track record in [Core
Competency 1] and [Core Competency 2]. Key professional highlights include:

e [Achievement 1: e.g., Led a team of 20 to increase revenue by 15%]
e [Achievement 2: e.g., Implemented a new software system reducing overhead by 10%]
e [Achievement 3: e.g., Expert knowledge in global regulatory compliance]

This individual is currently [Current Role/Status] and is specifically looking for a role that offers
[Career Goal/Specific Requirement]. Their technical proficiency includes [List Skills/Software],
and they hold a [Degree/Certification] from [Institution].

Given your organization's reputation for [Company Strength], I believe this candidate would be a
strategic asset to your leadership team. [ have enclosed a redacted resume for your initial review.

I look forward to discussing how this candidate's background aligns with your current or future
hiring needs. I will follow up with you via telephone on [Day of Week].

Sincerely,

[Your Name]

[Your Title]

[Your Phone Number]
[Your Email Address]



