
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

brief introduction about yourself, including your current position or 

background]. I am writing to express my interest in the [specific 

position title] at [Company's Name] and would like to request an 

opportunity for an interview.  

Having researched [Company's Name], I am particularly impressed by 

[specific projects, values, or achievements of the company that resonate 

with you]. I believe that my skills in [mention relevant skills or 

experience] would contribute effectively to your team.  

I would be grateful for the chance to discuss my application and how I 

can support [Company's Name] in achieving its goals. Please let me know a 

convenient time for you, as I am flexible with my schedule.  

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

of speaking with you soon.  

Warm regards,  

[Your Name]  

[Your LinkedIn profile or personal website, if applicable] 


