	HAYLEY WILSON
Account Manager	Comment by Robert Walters: Start by providing your name, current job title and your basic contact details.
	
	+61 412 345 678
yourname@email.com
123 Street Street, City State 2222
LinkedIn Profile URL




12 August 2024	Comment by Robert Walters: Update to today's date.
Ms. Emily Anderson
Hiring Manager
[Company name]
[Company address]	Comment by Robert Walters: Research the name of the recruiter or hiring manager to address your cover letter personally. If their name isn't available, address the letter to the "Hiring Manager." However, personalising the salutation is preferred whenever possible.
Dear Ms. Emily Anderson,
Experienced senior account manager for X role.
I am writing to express my interest in the Senior Account Manager position at [Company Name], as recently advertised on your website. Having had the pleasure of meeting Johnathan Porter at a recent industry conference, I was immediately impressed by [Company Name]'s commitment to excellence and innovation.	Comment by Robert Walters: Mention where you saw the job ad (e.g. LinkedIn, Seek, Robert Walters).	Comment by Robert Walters: If you have a pre-existing connection within the organisation, such as a recommendation from a friend or meeting someone from the company at a networking event, it's advantageous to mention it in your cover letter. This establishes a personal connection and may positively influence the hiring process.
With six years of dedicated experience as an Account Manager across diverse industries, including technology, finance, and healthcare, I have consistently delivered exceptional results. In my current role at XYZ Solutions, I have honed my skills in client management, strategic planning, and sales leadership, leading to a track record of exceeding expectations and driving revenue growth.	Comment by Robert Walters: Craft a compelling opening paragraph for your cover letter, incorporating industry knowledge, relevant skills, experience, and achievements.

Utilise AI to tailor this section by analysing the job description and your resume.  Paste this prompt template into your AI tool:

"Help me analyse the job description and resume provided below to identify relevant skills and experiences to use in the opening paragraph for my cover letter. Include key industry knowledge, skills, experience and achievements that are relevant to the role and will help solve the hiring managers problems.

Job description: [paste job description]

My resume: [paste your resume, ensure you remove any personally identifiable information for your safety]"

Then you can use the key points given by your AI tool to craft a compelling opening paragraph.
Upon reviewing the job description, I am confident that my background aligns perfectly with the requirements of the Senior Account Manager role at [Company Name]. I am particularly excited about the opportunity to leverage my strategic thinking and leadership to contribute to the continued success of your organisation.	Comment by Robert Walters: Highlighting your soft skills, such as teamwork, leadership, problem-solving, and work ethic, alongside your technical accomplishments, adds value to your application.

If uncertain which soft skills to emphasise, utilise AI. 

In the AI chat where you've entered the job description and your experience, input the prompt: "Help me identify my most in-demand soft skills for this role, and how my skills will contribute to this organisation."

This will provide insights into which soft skills to highlight and how they will benefit the company.
I am pleased to highlight the following skills and achievements that I am eager to bring to [Company Name]:	Comment by Robert Walters: Support your skills and experience with pertinent examples of your achievements that showcase your suitability for the role. Preferably, provide concrete facts to strengthen your claims.

To quantify and analyse your achievements effectively, utilise AI. Compile a list of your most relevant achievements, or copy them from your resume, and paste them into your AI tool with the prompt: "Quantify and analyse skills and achievements for inclusion in the cover letter for this role." 

This will help identify the most impressive and relevant achievements to highlight in this section.
· Client Relationship Management: I have a proven ability to build and nurture strong client relationships, resulting in increased customer satisfaction and loyalty. At XYZ Solutions, I successfully managed a portfolio of key accounts, driving a 30% increase in revenue through proactive account management strategies.
· Sales Leadership: I have consistently surpassed sales targets and contributed to revenue growth through effective sales strategies and relationship-building efforts. In my current role, I have achieved recognition as a top-performing Account Manager, consistently exceeding quarterly sales quotas by an average of 20%.
· Strategic Planning and Execution: I have demonstrated proficiency in developing and implementing strategic plans to drive business growth and achieve organisational objectives. For instance, I led a cross-functional team to launch a new product line, resulting in a 40% increase in market share within the first year of launch.
Thank you for considering my application. I have enclosed my resume for your review and would welcome the opportunity to discuss how my background aligns with the needs of [Company Name] in more detail. 
Yours sincerely,	Comment by Robert Walters: Once you've finished personalising your cover letter, it's time to proofread and polish. You can do this manually or, you can paste your cover letter into your AI  tool with one or more of the following prompts:

1. "Help me review the cover letter for grammar, spelling, and punctuation errors."
2. "Suggest improvements for sentence structure and word choice to enhance clarity and coherence."
3. "Ensure consistency in formatting and style throughout the cover letter."

You will need to double check spelling after using AI to polish your letter. For example, many AI tools default to American English - so you'll need to replace "z" with "s" in words like "organisation".
Hayley Wilson	Comment by Robert Walters: Once you’ve finished proofreading, to finalise your new cover letter, remove the Robert Walters comments: navigate to the ‘Review’ tab on the top toolbar. Click the delete comment icon to ‘delete all comments’. Then remove this text too.

We wish you the best of luck in your job search!
