

MontgomeryWorks One Stop Career Center
Date

Mr. Frank Jones

Director, Administrative Support Services

Forecast, Inc.

919 Grand Avenue

Wheaton, MD 20902

Dear Frank:

[Greeting and Recap]
It was a pleasure meeting you last Monday. I greatly appreciated the time you took giving me such a thorough tour of your headquarters, not to mention your arranging for me to see the Wheaton facility. What an exciting enterprise! 

[What you observed; employer’s needs & potential benefits to employer]

During my visit with Tim Smith and his colleagues in Rockville, it seems two major discussion items were their concern over a shortage of engineers to manufacture the security badges, and mistakes due to fatigue on the part of the security personnel monitoring the FCT System. Once the processes were explained to me, I realized that there are many basic tasks that might be undertaken by assistants to the engineers, and the security personnel that would greatly free up your engineers to focus on the highly technical aspects of their jobs, and provide more frequent breaks for the security staff.  Perhaps MontgomeryWorks could be a resource for you.

[Match: Applicant skill to needed tasks]

I currently represent a job candidate named Sara Smith whom I’d like you to meet. Sara is a real dynamo with a great personality. She would be able to: 

[Further benefits to employer]

In the event you hired Sara, as with any of the job candidates we represent, Forecast would receive any necessary supports from us in accommodating this applicant.

[Closing & Next Steps]

Frank, I look forward to discussing this proposal with you and arranging for you to meet Sara. I will call you next week. In the meantime, please do not hesitate to call me at 999-999-9999. My e-mail address is: abc@xyz.com.
Sincerely,

ABC

Career Specialist
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