
Request for Career Advancement 

Date: [Insert Date] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request a review of my current 

position and to discuss potential opportunities for career advancement within our organization. 

Over the past [insert time period], I have taken on additional responsibilities and contributed 

significantly to [mention any projects or accomplishments]. I believe this showcases my 

commitment to the team's goals and the company's vision. 

I am eager to further develop my skills and take on new challenges that align with my career 

aspirations. I would appreciate the opportunity to discuss how I can contribute even more to our 

team in a higher capacity. 

Thank you for considering my request. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


