
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. My name is [Your Name], and I am 

[your current position, e.g., a recent graduate in Marketing from XYZ 

University, or an experienced professional in your field]. I am writing 

to express my interest in the [specific position name] at [Company Name] 

as advertised on [where you found the job listing].  

I believe my skills and background make me a strong candidate for this 

role, and I would be grateful for the opportunity to discuss my 

qualifications further. I am particularly impressed by [mention something 

specific about the company or its projects] and would love to learn more 

about how I can contribute to your team.  

Could we schedule a time for an interview at your convenience? I am 

available [provide a range of dates and times], but I am willing to 

adjust according to your schedule.  

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

of speaking with you soon.  

Sincerely,  

[Your Name] 


