To

The director general

ABC Company

55 lake road

Kolkata 700030

Date: August 5, 2010

Dear Sir

Please find enclosed my updated resume for your perusal. I would like to apply for the post of senior operations manager in your organization.

I have worked as a manager of a business process in XYZ Company for the last 2 years. I think I have the necessary professional and educational qualifications to be an asset to your company in the post of the senior operations manager. My experience in this area has readied me to face bigger challenges in my career. In addition, the qualities of leadership an authority that I have acquired in the course of my position as general manager I think will make me ideal for the said position.

I enjoy golf and tennis in my spare time. I am also a wildlife enthusiast.

Looking forward to hearing from you soon.

Yours Sincerely,

[Sign]

Rishi Das

