
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to provide a summary of my work experience as per your 

request.  

**Summary of Work Experience**  

- **Position Title**: [Your Job Title]  

 **Company Name**: [Company Name]  

 **Duration**: [Start Date] - [End Date]  

 **Key Responsibilities**:  

 - [Responsibility 1]  

 - [Responsibility 2]  

 - [Responsibility 3]  

- **Position Title**: [Your Job Title]  

 **Company Name**: [Company Name]  

 **Duration**: [Start Date] - [End Date]  

 **Key Responsibilities**:  

 - [Responsibility 1]  

 - [Responsibility 2]  

 - [Responsibility 3]  

- **Position Title**: [Your Job Title]  

 **Company Name**: [Company Name]  

 **Duration**: [Start Date] - [End Date]  

 **Key Responsibilities**:  

 - [Responsibility 1]  

 - [Responsibility 2]  

 - [Responsibility 3]  

I believe that my experiences have prepared me well for my future career 

endeavors, and I am excited about the opportunities ahead. Thank you for 

considering my work experience summary.  

Sincerely,  

[Your Name] 


