
Application for In-House Job Opportunity 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

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

become available within [Department/Team] at [Company Name]. Having worked as [Your 

Current Position] for [Duration] at [Company Name], I believe my skills and experience align 

well with the requirements of this role. 

In my current position, I have successfully [mention specific achievements or responsibilities]. I 

am confident that my expertise in [relevant skills or experience] will contribute positively to the 

[Department/Team]. Furthermore, my familiarity with [specific company processes or tools] 

provides me with a unique advantage. 

I am very excited about the possibility of growing within [Company Name] and further 

contributing to our goals. I would appreciate the opportunity to discuss my application in more 

detail during a conversation or interview. 

Thank you for considering my application. I look forward to the opportunity to speak with you 

soon. 

Sincerely, 

[Your Name] 


