
Dear (Insert Name), 

 

I am interested in applying for the role of (Insert Role).   With several years of experience in 
information and document management, I have developed the ability to lead documentation teams 
and consistently deliver large-scale projects within the oil, gas, construction and aviation industries.  
Being a degree-educated, fluent Russian and English speaker, I have worked internationally on a 
diverse range of documentation projects in many countries and am able to drive the set-up of large 
scale EMDS’s from scratch for global organisations  

In my current role as a Deputy Information Manager at xxxxxxx in London, I am responsible for 
setting up and developing document management teams and coaching staff to deliver best practice 
information management functions on construction and engineering projects.  Through thorough 
analysis of client and project team requirements, I am able to design and map business processes 
and implement highly effective solutions.   

During my time in this role I played a crucial part in several large projects including the development 
of construction packages for the Doha International Airport Project in Qatar and the setup of the 
document management system for the Crossrail project, which is the largest infrastructure 
construction project in Europe.  

I would welcome the opportunity to meet with you at a time of your convenience to further discuss 
how my skills and experience could add value to your department. 

 

Kind Regards 
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