
Internal Job Application 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Department] 

[Your Company Name] 

[Your Email] 

[Your Phone Number] 

Dear [Hiring Manager's Name], 

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

in the [Department Name]. As a dedicated member of the [Current Department] for [Duration], I 

have developed strong skills and knowledge that align well with the requirements of this 

position. 

Throughout my time at [Company Name], I have successfully [mention any relevant experience 

or achievements]. I believe that my background in [briefly describe relevant experience] has 

prepared me for this opportunity, and I am eager to contribute to [Department Name] in a more 

significant capacity. 

I am particularly drawn to this role because [mention specific reasons related to the job or 

company]. I am excited about the possibility of applying my skills in [specific skills or areas 

relevant to the new position] to help drive [Company Name]'s goals forward. 

Thank you for considering my application. I would appreciate the opportunity to further discuss 

my suitability for this position. Please let me know a convenient time for us to meet. 

Sincerely, 

[Your Name] 


