
 

 

 

 
 

 
 

January 19, 20xx 
 

 
Latoya Trinity 
Recruiting Director – Accounting and Finance 
Premiere Recruiters 
11 North Bose Street, Suite 901 
Medford, MA 01234 
 
Dear Ms. Trinity: 
 
I recently read in the Boston Business Journal your client WealthBuild is undergoing transition in its accounting and 
finance department.  I have significant accounting experience and believe my skills may be of value to your client.  
My most recent accomplishment includes identifying company market presence in China resulting in 86% increase in 
sales and 40% increase in new vendors.  If WealthBuild is looking for someone who can deliver immediate benefits, 
we should meet.  In addition to my enclosed resume I ask you to consider the following career highlights: 
 

 Substantial experience analyzing and developing financial reports.  Conduct monthly and quarterly 
presentations to CEO and board of directors on financial health of organization.  Lead manager for 
preparing company audits and implementing initiatives. 

 In-depth knowledge of Enterprise Resource Planning (ERP) and played pivotal role in company 
implementing new system including testing and validating the transition from spreadsheets to ERP.  
Elected to provide guidance and support to staff in system usage. 

 Strong work ethic with proven experience in leadership and developing direct reports and identifying 
opportunities to utilize staff talent. 

 Excellent written and verbal communication skills with ability to develop relationships with 
customers, vendors, senior management and staff.  Associate member of Institute of Accounting 
Professionals (IAP) and elected Vice President of Membership—increased member to 3,000 in nine 
months. 

 Specialties include, Financial Analysis and Reporting, Foreign Exchange, P&L Analysis and Risk 
Management. 
 

Throughout my career I have provided sound recommendations that improved business financial operations.  I have 
the ability to gain consensus from key decision-makers and I thrive on new challenges.  Combine my finance and 
accounting background with proven analytical and customer service skills, I am confident that I can add value to 
your client.  I look forward to speaking with you soon and thank you for your consideration. 
 
 
 

Sincerely, 
 

 
Clifford Brown  

 
 
Enclosure 

C L I F F O R D  B R O W N  
Accounting and Finance 

9 Lord Lane  Boston, MA 01234  Cell: (508) 987-0000  Email: CB@zmail.com 
 


