Thomas R. Sloan
700 West Paces Ferry Drive

Jacksonville, Florida 32211
(904) 555-1212
email@email.com
[Date]
Mr. Arnold Williams, Recruiter
Global Executive Search
253 Arlington Expressway Suite 300
Orlando, Florida  32216(
Dear Mr. Williams:

Gerry Marconni says you’re the go-to recruiter for aerospace aces ready to fly in new directions. Reflecting on my highly successful professional experience within the aerospace industry, I have decided it is time to pursue additional challenges.
My primary interest is in working for a large corporation, possibly in a division-level capacity, or for a small company that is poised for growth as its chief executive. Yes, I plan to relocate for the right job.  
Why can I transition easily to another industry? My ability to quickly identify areas of concern, evaluate potential solutions and most importantly, make the changes necessary to turnaround situations are my greatest strengths.  
I’m savvy in the business world:  My aerospace industry experience has tuned me into the relationship between sales, government regulations and overall production and productivity.   These areas are evidenced in my résumé but here is a sampling of my notable accomplishments:
(   Reorganized/restructured departments, processes and operations resulting in annual sales growth from $5 million in [date] to $200 million today
(   Maximized knowledge and experience with government regulations resulting in the procurement of funds for training and  tax exemption for capital expenses totaling almost $200,000
(   Developed and implemented daily performance reporting techniques which led to a 25% increase in production
Thank you for your consideration of my résumé and I look forward to talking soon. I’ll follow up within 10 days.
Sincerely,
Thomas R. Sloan
Enclosure
