
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

  

Dear [Recipient's Name],  

I am writing to express my interest in a human resources position at 

[Company's Name]. With a background in [your relevant experience or 

field], I am eager to apply my skills in [specific HR skills or areas of 

expertise] to contribute to your team.  

Throughout my career, I have developed a strong foundation in [mention 

relevant experience or skills, such as recruitment, employee relations, 

or performance management]. I am particularly drawn to [Company's Name] 

because of [specific reason related to the company or its values].  

I am confident that my unique abilities in [specific skills or 

experiences] will enable me to positively impact your organization. I 

would appreciate the opportunity to further discuss how my background, 

skills, and enthusiasm for human resources align with the goals of 

[Company's Name].  

Thank you for considering my interest. I look forward to the possibility 

of contributing to your esteemed team and am eager to provide further 

information during a potential interview.  

Sincerely,  

[Your Name] 


