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24th October 2021
Mel Lee
Director
Acme Retailer
123 Business Rd.
Business City, NY 54321

Dear Mr. Lee,
After contributing to the growth and success of three different organizations in the past 10 years, I am seeking new challenges with a company in need of someone with exceptional planning, leadership, and management abilities.
As evidenced in the enclosed resume, my experience encompasses project management, strategic planning, resource utilization, revenue growth, and cost reduction. My ability to analyse needs and create unique solutions designed to yield a profitable outcome has proven to be one of my greatest assets. Proactive management of crucial external relationships allowed me to increase revenue by 17% in one year. I also negotiated exclusive relationships in a key market segment, expanding the company's share of that segment by 66%.
I would welcome the chance to discuss my qualifications with you in greater detail. If you wish to schedule a meeting, please let me know. In the meantime, please know that I appreciate your time and consideration.
Sincerely,

Mary Larkham 

