
John Doe 

Department Name 

Email: johndoe@example.com 

Date: October 20, 2023 

Hiring Manager 

Company Name 

Department Name 

Dear [Hiring Manager's Name], 

I am writing to formally express my interest in the [Job Title] position that has recently become 

available in our department. I believe that my skills and experiences align well with the 

requirements of this role, and I am eager to contribute to our team's success in this new capacity. 

During my time at [Current Department/Position], I have developed skills in [specific skills or 

experiences], which I am confident will be beneficial in the [New Role]. I have successfully 

[mention notable achievements or projects relevant to the new role], demonstrating my 

commitment to our organization's goals. 

I am particularly excited about the opportunity to [mention specific responsibilities or projects 

associated with the new role] and am enthusiastic about contributing to [Company's 

goals/initiatives]. I have a deep understanding of our company's mission and values, and I am 

committed to upholding these in every role I undertake. 

Thank you for considering my application. I look forward to the opportunity to discuss how I can 

contribute to the team in this new capacity. 

Sincerely, 

John Doe 

[Current Job Title] 


