
Dear (insert name) 

 

I am interested in applying for the role of (insert role).  With several years of experience in risk and 
document management positions with leading Oil & Gas organisations, I have built sound skills in 
risk review, internal controls and process mapping along with the related technical knowledge in 
systems such as Documentum and Livelink. Having provided vital risk functions for leading firms such 
as BP and Bechtel, I have gained exposure to some of the largest and most complex projects in the 
industry.  

In my current role as a Risk, Internal Control and Management Analyst with xxxxx, I am responsible 
for providing support to implement xxxxxx’s INCOME policy and risk management methodology.  
Through effective analysis of risk, I am able to provide accurate analysis of process controls and 
ensure that GaS UK’s central risk management is effective across key areas of the business.  During 
my time in this role I performed an overhaul of the IMS system and mapped all documents and 
processes to make the system complete and ensure that we gained the correct operating licences.   

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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