
Request for Job Transfer 

Date: [Insert Date] 

To, 

[Manager's Name] 

[Company's Name] 

[Company's Address] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request a transfer to the Support 

Team within our organization. After careful consideration, I believe that this shift would not only 

benefit my professional growth but also enhance team dynamics. 

In my current role as [Your Current Position], I have gained valuable skills and insights that I am 

eager to apply in a support capacity. I am particularly drawn to the opportunity to work more 

closely with customers and contribute to the overall team effort in improving service delivery. 

Having observed the important work being done by the Support Team, I am convinced that my 

background in [Your Relevant Experience or Skills] would complement the team's objectives 

well. 

I would appreciate your consideration of my request and would welcome the opportunity to 

discuss this in further detail. Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Current Position] 

[Your Contact Information] 


