[Your Name]


[Street Address]


[City, State/Province Zip/Postal Code]





� TIME \@ "MMMM d, yyyy" �February 17, 1994�











� MERGEFIELD salu �«salu»� � MERGEFIELD firstname �«firstname»� � MERGEFIELD lastname �«lastname»�


� MERGEFIELD title �«title»�


� MERGEFIELD company �«company»�


� MERGEFIELD address �«address»�


� MERGEFIELD city �«city»�, � MERGEFIELD state �«state»�  � MERGEFIELD zip �«zip»�





Dear � MERGEFIELD salu �«salu»� � MERGEFIELD lastname �«lastname»�:





Could your company use an dependable financial manager?  If so, perhaps I can help.





Over the past three years I have managed the entire financial operation of a local systems integration firm.  The scope of my responsibilities includes financial planning, budgeting, accounting and cash management.  This work demands strong supervisory skills in order to manager a diverse set of financial personnel.  At the same time, I must remain personally competent in many financial disciplines, particularly cash management and forecasting.





I have proven my abilities in a smaller firm.  I’m eager to do so for a firm such as yours.





While the main reason for considering a job change is an interesting challenge, you may wish to know that in recent years my compensation has been in the range of $xx,xxx to $xxx,xxx.





Can we talk soon?








Sincerely,








[Your name]





Enclosure: Resume





