March 21, 2006
ATTN Human Resource or Hiring Manager:

Have you been looking for a results oriented, effective team leader with a proven ability to proactively identify and solve problems? Do you need someone who can implement cutting edge technology, foster a positive team environment and significantly contribute to the overall success of your company?  

If so, here is what I can bring to the table:

Team Management: I am an experienced and effective leader with the ability to communicate effectively across all levels, appropriately allocate resources and delegate responsibilities in order to maximize productivity and increase morale.  

Innovation: I have a demonstrated ability to implement technological advances in order to maximize operational efficiency and increase profitability.

Customer Service: I have the skills necessary to recognize both the internal and external customer and the need to constantly exceed their expectations.

Business Acumen: I am a high-energy decision maker with a strong work ethic and a successful record of P&L, operational budget management, strategic financial planning, capital asset management and increased profits.  

Professional Management: I have a proven ability to work independently or as part of a management team and an extensive history of taking on increased responsibilities as a senior member of an operational team. I have extensive technical training and experience in all aspects of engineering and construction, project management and procurement services.

I have attached my resume for your review and I am available to interview immediately.  I can be reached at (111) 234-5678 and look forward to speaking with you soon.     

Respectfully,

Anne N. Gineer

Anne N. Gineer

1234 Camino Street  • Los Angeles, CA  23456 • (111) 234-5678

