
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Hiring Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Hiring Manager's Name],  

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

[Your Profession/Current Job Title] with [Number] years of experience in 

[Your Industry/Field]. I am writing to express my interest in potential 

job opportunities within [Company's Name], as I admire [something 

specific about the company or its projects]. 

Throughout my career, I have successfully [briefly describe a relevant 

achievement or skill set] which I believe aligns well with the goals of 

your team. I am particularly drawn to [specific aspect of the company or 

its work] and would love to contribute to such initiatives. 

I would appreciate the opportunity to discuss how my background, skills, 

and enthusiasms align with the needs of your team. Please let me know if 

you have any openings or if I could set up a time for a brief 

conversation. 

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

of connecting with you. 

Warm regards,  

[Your Name]  

[LinkedIn Profile or Professional Website, if applicable] 


