
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

brief introduction about yourself, e.g., a recent graduate, a 

professional in a certain field, etc.]. I am writing to express my 

interest in the [specific position] at [Company/Organization Name], as 

advertised on [where you found the job posting, e.g., your website, job 

portal, etc.].  

I would greatly appreciate the opportunity to discuss my qualifications 

and learn more about the team and the exciting projects at 

[Company/Organization Name].  

I am available for an interview at your earliest convenience and look 

forward to the possibility of working together.  

Thank you for considering my request. I look forward to your response.  

Warm regards,  

[Your Name]  

[Your LinkedIn Profile (optional)]  

[Attachment: Resume (if applicable)] 


