
						Mr or Ms Surname
Department
Company ABC
Company Address

Date, 2017

RE: POSITION ADVERTISED AND REF#


Dear Sir or Madam:

As a highly accomplished Management Professional, I would like to apply for the position of (POSITION NAME) as advertised by your Company, (COMPANY NAME). 

With extensive Change Management, Solutions delivery, and Project Management expertise, I am able to apply a structured Change Management approach and methodology to develop and implement actionable and targeted plans. Furthermore, with a hands-on approach I ensure the delivery of project goals whilst managing project needs and critical dependencies.

Additional areas of expertise I offer your Company include, but are not limited to the following:

· Comprehensive knowledge of the methodologies and principles of Change Management.
· Excellent team player with an ability to work effectively at all levels in an Organisation.
· In-depth knowledge of Project Management tools, approaches, and phases of the Project life cycle. 
· Exceptional communication, problem solving, and root cause identification skills.
· Strategise with key Business Stakeholders to develop and execute various action plans.
· Assist new Employees to understand concepts.
· Offer subject matter training with regards to Projects.

I am comfortable working in ever changing and stressful environments and possess a willingness to accept the responsibility when delegated. I am eager to join a Company that requires a team player who understands Business mechanics, is able to motivate individuals in achieving Company goals and targets, and who is able to get the job done. 

I am confident that I have the expertise your Company is searching for and humbly believe that I can be a valuable asset to your Organisation. I will welcome the chance to discuss my qualifications and candidacy with you in greater detail.

Thank you for your consideration. 

Sincerely,

Jane Doe




+27 12 345 6789 janedoe@gmail.com LinkedIn



























