
[Your Name]  

[Your Address]  

[City, State, Zip]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip]  

Dear [Employer's Name], 

I am writing to express my interest in the HR Manager position at 

[Company's Name], as advertised on [where you found the job posting]. 

With over [number] years of experience in human resources and a proven 

track record in [specific HR functions, e.g., recruitment, employee 

relations, performance management], I am confident in my ability to 

contribute effectively to your team. 

In my previous role at [Your Previous Company], I successfully [specific 

achievement or responsibility, e.g., revamped the recruitment process, 

reducing time-to-hire by 30%]. This experience honed my skills in 

[relevant skills, e.g., talent acquisition, employee development], and I 

am eager to bring this expertise to [Company's Name]. 

I am particularly impressed with [specific detail about the company, 

e.g., its commitment to diversity and inclusion], and I align with your 

organization's values. I believe my experience in [specific area, e.g., 

implementing training programs] will complement your team's efforts in 

fostering a positive workplace culture. 

Thank you for considering my application. I am looking forward to the 

opportunity to discuss how my background, skills, and enthusiasms will 

benefit [Company's Name]. I am available at your earliest convenience for 

an interview and can be reached at [Your Phone Number] or [Your Email]. 

Warm regards, 

[Your Name]  

**Tips:** 

1. Tailor the letter to the specific job and company. 

2. Highlight relevant experience and achievements. 

3. Use a professional tone and clear language. 

4. Keep the letter concise, ideally one page. 

5. Proofread for spelling and grammar errors before sending. 


