Blair Harlan
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com
Dear Ms. Reyes,

I would like to apply for the position of HR Executive with Micron Industries. I have over 15 years of human resources experience and eight of those have been in a supervisory role.In my current position as HR Executive with Carbon Technology I oversee the daily activities of a large human resources department and take on a number of other duties including hiring developing employee manuals and handling disciplinary procedures.

I am extremely organized with the ability to prioritize as needed and think on my feet. My communication and interpersonal skills are exemplary allowing me to interact on a personal level with employees of all backgrounds and in various scenarios. I possess in-depth knowledge of employee law and am familiar with every aspect of the HR Executive role. I have been praised for my professionalism and grace under fire. I know I can bring this same level of superior service to the HR team at Micron Industries.

I am confident you'll find me to be an outstanding candidate for your HR Executive position. Please do not hesitate to contact me by email or telephone with any questions or to set up an interview. I thank you for your time and am eager to hear from you.

Best,

Blair Harlan

