Formal Introduction Letter

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Hiring Manager's Name]
[Company's Name]
[Company's Address]
[City, State, Zip Code]

Dear [Hiring Manager's Name],

I am writing to formally introduce myself as a candidate for the Hiring Manager position at
[Company's Name]. With [number] years of experience in recruitment and talent management, |
am excited about the opportunity to contribute to your esteemed organization.

Throughout my career, | have successfully [mention one or two key achievements or skills
relevant to the role]. I believe my background aligns well with the goals of [Company's Name],
and | am eager to bring my expertise in [specific area] to your team.

Thank you for considering my application. I look forward to the possibility of discussing my
candidacy further.

Sincerely,

[Your Name]



