
Career Advancement Application Letter  

[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 am writing to formally apply for the [Position Title] position that has recently become available 

within our department. Having been with [Company's Name] for [number] years, I believe that 

my skills and experience align well with the requirements of this role.  

During my time at [Company's Name], I have successfully [briefly mention a key achievement 

or responsibility relevant to the new position]. I am enthusiastic about the opportunity to further 

contribute to our team's success and take on new challenges.  

I am keen to discuss how my background, skills, and aspirations align with the goals of our team 

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

speak with you.  

Sincerely,  

[Your Name]  


