
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Qualification Statement  

I am writing to present my qualifications for [specific position or 

opportunity] at [Company/Organization Name]. With a background in [your 

professional field/area of expertise] and [number] years of experience in 

[relevant experience/industry], I believe I am well-equipped to 

contribute to your team.  

In the following sections, I will outline my key qualifications:  

1. **Education:**  

 [Degree(s) Earned] from [University/Institution], [Year Graduated].  

2. **Professional Experience:**  

 - [Job Title], [Company Name], [Dates of Employment]  

 - [Brief description of responsibilities and achievements]  

 - [Job Title], [Company Name], [Dates of Employment]  

 - [Brief description of responsibilities and achievements]  

3. **Relevant Skills:**  

 - [Skill/Certification/Tool]  

 - [Skill/Certification/Tool]  

 - [Skill/Certification/Tool]  

4. **Recognition and Awards:**  

 - [Award Name, Year]  

 - [Award Name, Year]  

I am excited about the opportunity to [mention how you can contribute or 

your interest in the position]. I am confident that my skills and 

experiences make me a strong candidate for this position.  

Thank you for considering my application. I look forward to the 

opportunity to discuss how my qualifications align with the goals of 

[Company/Organization Name].  

Sincerely,  

[Your Name] 


