
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

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

interest in pursuing career advancement opportunities within [Company's 

Name].  

Over the past [duration] in my role as [Your Current Position], I have 

taken on additional responsibilities, including [specific examples of 

tasks or projects]. These experiences have enhanced my skills in 

[relevant skills], and I believe they have prepared me for further 

challenges and contributions to our team.  

I am particularly interested in [specific position or area of growth], as 

I am passionate about [reasons related to the position/department]. I am 

eager to leverage my skills in [list skills] and continue to support our 

team's goals.  

I would appreciate the opportunity to discuss my career development and 

any potential pathways for advancement within our organization. Thank you 

for considering my request.  

Sincerely,  

[Your Name] 


