
Your Name 

Your Address 

City, State, Zip Code 

Your Email 

Your Phone Number 

Date 

Employer's Name 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Employer's Name], 

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

[number] years of experience in [Your Industry/Specialization]. I am reaching out to express my 

interest in potential employment opportunities within [Company Name]. 

Throughout my career, I have developed a strong skill set in [specific skills or areas of 

expertise], which I believe aligns well with the goals of your esteemed organization. I am 

particularly impressed by [mention something specific about the company or its projects], and I 

am eager to contribute to such innovative work. 

I have attached my resume for your review and would greatly appreciate the opportunity to 

discuss how my background, skills, and enthusiasms could add value to your team. I am open to 

an informational interview at your convenience and can be reached via email or phone. 

Thank you for your time and consideration. I look forward to the possibility of connecting with 

you. 

Sincerely, 

[Your Name] 


