Network Approach Example Letter 

5 Coopers Cottage

Guildford 

GU4 8TF

Email: rogerpen@hotmail.com
020 1234 3849

12th November 2010

Mrs Sandra Otter

Procurement Manager 

Stationary Shops

Chattings Hospital

Percy Road

Chertsey

GU32 8FT


Dear Mrs Otter

Peter Nosky HR Advisor for Pails Office Counters has given me your name, he felt that your experience and knowledge could be very helpful to me at this time. 


As you may be aware Stationary and Desks the company I work for have been going through a large reorganisation, and I have recently been made redundant. Peter did not suggest nor do I expect you to know of a current opening, however I would be grateful for any advice and guidance you could give me in regards to potential opportunities that are in the industry as a whole. 


My background, as you will see from my attached CV, includes the retail management of several large stores for S&D. I have worked in both an operational retail area, and I have gained valuable and extensive experience in procurement, and merchandising. 

I have enclosed my CV and trust you will find it of interest, and I look forward to the opportunity of meeting you. 

I will telephone you to arrange a meeting at your convenience next week. 


Yours Sincerely

Roger Pen

Explain the connection that you both have in common, and introduce yourself. Ideally ask your contact Peter Nosky in this case, if they will make the first contact about you. 





You are not asking for a job, as most people would say no, you are asking for advice and guidance during your job search. 





Attach your CV for them to look through, give advice on, and potentially pass on to those who are recruiting. 





Always follow up on your letter . 








