Request for Job Transfer Based on Skills
Enhancement

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

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

Dear [Manager's Name],

| am writing to formally request a transfer to [Desired Position/Department] within [Company
Name]. | believe that this transfer would not only aid in my professional development but also
enhance my contribution to the company.

Over the past [Duration at Current Position], | have gained significant skills in [Relevant
Skills/Experience]. | am eager to further develop my abilities in [Specific Skills/Area Related to
Desired Position], and | believe that the [Desired Department/Position] would provide the perfect
environment for this growth.

| am committed to continuing my professional development and would greatly appreciate your
support in facilitating this transition. I am confident that my current skills, combined with new
challenges in [Desired Position/Department], will allow me to contribute positively to our team.

Thank you for considering my request. 1 am looking forward to discussing this opportunity
further.

Sincerely,

[Your Name]
[Your Current Position]



