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Re: Insert Position Name

I would like to officially apply for the Insert Position Name position with the Insert Company Name. | recently learned about this
vacancy within your organization and would like to inquire about possibly joining your team. | am an energetic and forward-thinking
professional with extensive expertise in leveraging C-suite-ready capabilities in operational/communications planning, crisis
communications, reputation management, and key decision/policy making. Throughout my career, I’ve maintained a stellar record of
developing a unified tone, style guide, and glossary of approved terminology while enhancing internal communications across subsidiary
companies. | am highly skilled in crafting, refining, and tailoring diverse content, including Intranet site materials, business plans, lenders'
presentations, and employee communications, to drive meticulous execution of strategic initiatives.

I am instrumental in driving effectiveness across high-level communications for executive leadership in line with organizational values
and goals. | am proficient in revamping instructional materials for instructors, significantly increasing the efficacy and impact of training
programs. Besides that, | am an expert in designing comprehensive onboarding campaigns facilitating smooth transitions for new staff
into the company culture and operational workflows. In my present role, | directly report to the Chief People and Culture Officer and
CEO to oversee internal communications for 200+ staff members across two subsidiary companies. Moreover, | lead the development of
a cohesive tone, style guide, and glossary of approved terminology to ensure effective communication at varying organizational levels. |
am impressed by [Company Name]'s commitment to maintaining its strong reputation among clients within fast-paced, constantly
evolving environments.

Some of my career accomplishments include:

= Overhauled instructional materials for 100+ instructors, significantly boosting the effectiveness and engagement of training
content. Designed comprehensive onboarding campaigns for new employees, facilitating a seamless and welcoming integration
into the company culture.

= Refined recruitment templates across the entire candidate journey, from application to hiring, streamlining processes to enhance
the candidate experience. Improved community members’ satisfaction by delivering high-quality services, such as addressing
inquiries professionally and personally, focusing on establishing trust among residents and guests.

=  Enriched internal information sharing by crafting diverse content, including Intranet postings, business plans, lenders'
presentations, employee manuals, new hire announcements, and staff updates.

I would greatly appreciate the opportunity to discuss this position further. After reviewing the responsibilities and requirements of this
position, I am confident that I am an outstanding candidate and believe that | have the experience and expertise to work in this role. Please
contact me with the information provided at your earliest convenience. | look forward to hearing from you and appreciate your
consideration in advance.

Sincerely,

Client Name

Enclosure: Resume



