John Caldwell
1234 My Way  Yourtown, NY 99999
Phone:  (999) 999-9999  Email:  john@caldwell.com
May 1, 1995

Search Team

Lockheed Corporation

4135 Spacewalk Drive

Los Angeles, CA  95959

Good Morning,

In response to your recent ad in the L. A. Times for a Director of Human Resources, enclosed are my credentials for your review.  

My expertise and documented record of performance as a human resources professional will serve as outstanding qualifications for this position.  My in-depth experience covers every facet of HR with key responsibilities, including the management of compensation and benefits, technical and executive recruitment, action plan of professional development programs, coordination of major relocation projects, employee and union relations, and oversight on compliance and legal issues.

Examples of my accomplishments include:

· Participated on a team of human resource professionals to implement the corporate reorganization and downsizing of Boeing Corp.  Successfully reduced personnel from 7,500 employees to 3,500 employees.  Received extensive recognition for providing a smooth organizational transition while maintaining a positive morale among remaining employees and keeping complaints and litigation at an absolute minimum.  

· Directed OFCCP audits (ASRM, APD and AESD) and responsible for company-wide compliance with all federal and state employment regulations including EEO/AA, ADEA, FM0LA, and ADA.  Successfully completed all audits and complied with all legislation and regulations.

· Managed an HR staff of 20 for a new Boeing division.  Implemented cost/value effective compensation and benefit programs, supervised relocation of 220 families from Washington to Iowa, conducted the national recruitment of 300 additional employees and instituted professional training and development programs to improve productivity and performance.  (Summaries of these projects are included for your review.)

· Boeing was forced to make dramatic cuts in senior staff due to the loss of major government contracts.  Therefore, I am now seeking a new, challenging opportunity that can benefit from my ability to make a positive impact on the bottom line.  Compensation anticipated is fair market value for the position, industry and geographic region.

In today’s intensely competitive marketplace that is encumbered with unbelievable bureaucratic regulations, it is imperative that the director of human resources possess comprehensive, hands-on knowledge of the issues and concerns for effective HR management.  For your review, enclosed is a summary of the key issues and concerns that must be addressed by an HR executive.  My expertise will enable your organization to implement proactive HR programs and successfully manage the complex issues.

Thank you in advance for your consideration and I eagerly look forward to a personal meeting.  Have a great day.

Sincerely,

John Caldwell

Debra L. Swift
1234 My Way  Yourtown, NY 99999

Phone:  (999) 999-9999  Email:  debra@smith.com
September 7, 1994

CFO, CSF

4564 Western Avenue

Sacramento, CA  95855

RE:  Accountant Position

Good Morning,

In response to your ad in the Sacramento Register for a Controller; enclosed are my credentials for your consideration.

My expertise and documented record of performance as an accounting/financial manager and corporate controller in the construction field will serve as excellent qualifications for this position.  My expertise includes GL/AR/AP, cost accounting, inventory control, personnel management, computer operations, management of financial operations, and establishment of corporate financial/accounting policies and procedures.

My performance is demonstrated by the following accomplishments:

· Developed and obtained approval from the board of directors for construction, capital and operating budgets exceeding one million dollars for the Operating Engineers Pension Trust Fund.

· Instituted a construction cost accounting and inventory control system that dramatically cut material handling costs and improved profitability by 4 percent.  (A summary of this system is included for your review.)

· Collected and accounted for over 1,100 notes carried back in connection with lot sales.  Recovered revenue in excess of $250,000. 

· Directed the evaluation, selection, and action plan of a new multi-user computer system that automated all financial, personnel, marketing and sales functions.  This system reduced the need for staff, improved data accuracy and streamlined administrative and accounting functions.

As a direct result of the recession in the construction field, my employer was forced to significantly downsize.  Therefore, I am now seeking a new, challenging opportunity for an experienced accounting and financial manager.  

I know my ability to effectively manage accounting functions will be of immediate benefit to your organization.  Thank you in advance for your consideration and I eagerly look forward to an interview.

Sincerely,

Debra Swift

