Hanako Manpower
1-2-3 Otemachi Chiyoda-ku Tokyo 100-0000
03-1234-5678

August 1, 2011

Mr. John Smith
ABC Co., Ltd.
Personnel Manager

1000 Pennsylvania Avenue, Washington, DC 20500

Dear Mr. Smith:

Please find enclosed my resume in response to the job offering in your website for the Chief Buyer.

Working as a Buyer for XYZ Garment in Japan for five years, I have been able to develop a strong
understanding of the demands and needs of consumers. Two years ago, I was promoted to project
leader. I am committed to enhancing communication among fellow members by holding meetings on
regular basis. As a result, I was able to build an environment where everyone can discuss about new
ideas. I firmly believe that my professional experience and successful achievements as a project

leader in addition to enthusiasm could make a strong contribution to ABC Co.,Ltd.
Thank you for taking the time to review my resume. I would appreciate the opportunity to meet with
you about the contribution I could make to ABC Co.,Ltd. I will call you in a few days to confirm the

possibility of arranging a meeting.

Sincerely,

Hanako Manpower
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