
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Supervisor's Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Supervisor's Name],  

I hope this message finds you well. I am writing to formally express my 

interest in the [specific position] within [department/team] that has 

recently become available.  

[Paragraph 1: Introduce yourself and your current role. Mention your 

tenure at the company and your enthusiasm for the position.]  

[Paragraph 2: Highlight your relevant skills and accomplishments that 

align with the job requirements. Include specific examples of how your 

experience makes you a suitable candidate.]  

[Paragraph 3: Express your desire to contribute to the team and the 

organization in this new role.]  

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

opportunity to discuss my candidacy further.  

Sincerely,  

[Your Name] 


