Jane Doe 
Gauteng, South Africa • janedoe@gmail.co.za • +27 12 345 6789

Date

Name
Title
Company Name
Address
City, Location

Dear Mr./Ms. (Name): or; Dear Director of Human Resources:

Keen to deliver immediate and long-lasting results as (Company Name)’s next (Position Title), I am confident that my significant experience is a perfect match for your needs. With more than 25 years of experience supporting major project management and change management initiatives relevant to ERP systems and best practice methodologies, I am eager to explore this opportunity with you.

Most recently in the role of Program Manager with XYZ South Africa, I was responsible for the successful execution and delivery of a key business transformation project within an exceptionally tight deadline. Having advanced through a number of specialised roles, you will quickly note the strength and scope of my abilities upon reviewing my CV.

A few highlights of my suitability for this role include the following: 
· My availability to relocate to different countries or continents for the right position and role.
· A broad portfolio of skills coupled with a strong work ethic and the ability to meet or exceed all business objectives.
· A collaborative and supportive team leadership style as well as a proven record of accomplishment when working in cohesive, multi-disciplinary team environments.

I am genuinely interested in further exploring this opportunity. I propose we arrange a time for us to talk, where we can discuss your needs and my background in detail. Until then, thank you for your consideration.

Sincerely,

Jane Doe 
