
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am reaching out to inquire about 

potential job vacancies within [Company Name]. With a background in [Your 

Field/Industry] and experience in [specific skills or roles], I am eager 

to contribute to your team. 

I have researched [Company Name] and am impressed by [specific projects, 

values, or achievements of the company]. I believe my skills in [mention 

relevant skills or experiences] align well with your organization's 

goals. 

I would appreciate the opportunity to discuss any current or upcoming job 

openings that may fit my qualifications. I have attached my resume for 

your review and am looking forward to the possibility of contributing to 

your esteemed company. 

Thank you for considering my inquiry. I hope to hear from you soon. 

Sincerely,  

[Your Name]  

[LinkedIn Profile or Website, if applicable] 


