
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my interest in the [specific position] at 

[Company Name] as advertised on [where you found the job listing]. With a 

background in [your previous field/industry] and a strong desire to 

transition into [new field/industry], I am excited about the opportunity 

to contribute to your team and leverage my skills in a new capacity. 

Throughout my career, I have developed a solid foundation in [related 

skills or experiences], which I believe will be beneficial in [specific 

responsibilities of the new position]. My experience in [previous 

job/role] has equipped me with [key skills/attributes] that can be 

effectively transferred to [new position]. I am particularly drawn to 

[specific aspect of the company or role] and feel that my passion for 

[relevant interest] aligns perfectly with your team's objectives. 

I am eager to bring my unique perspective and [specific strengths or 

skills] to [Company Name]. I am confident that my adaptability and 

commitment to continuous learning will enable me to make a positive 

impact within your organization. 

Thank you for considering my application. I look forward to the 

possibility of discussing how my background and skills can contribute to 

the success of [Company Name]. Please feel free to contact me at [your 

phone number] or [your email] to arrange a convenient time for an 

interview. 

Sincerely,  

[Your Name] 


