
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 hope this message finds you well. I am writing to formally request consideration for career 

advancement within [Company Name]. Over the past [duration of your employment], I have had 

the pleasure of contributing to our team's success and achieving personal milestones that align 

with our company's goals. 

During my time in my current role as [Your Current Position], I have successfully [mention 

specific achievements, projects, or improvements you have made]. These experiences have 

equipped me with the skills and insight necessary for potential growth within the organization. 

As I look forward to furthering my career, I am particularly interested in exploring opportunities 

in [mention desired position or area of advancement]. I believe my background and dedication to 

[mention relevant skills or attributes] would make a valuable contribution in this capacity. 

I would appreciate the opportunity to discuss my career path and any potential openings that 

align with my aspirations. Thank you for considering my request. I look forward to your positive 

response. 

Sincerely, 

[Your Name] 


