
Application Inquiry Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to inquire about the [Job Title] position listed on [where you found the job posting]. 

I am very interested in the opportunity and would like to know more about the specifics of the 

role, including the key responsibilities and the qualifications you are looking for. 

Additionally, I would appreciate any information regarding the application process and timeline 

that you could share. I am enthusiastic about the possibility of joining [Company's Name] and 

contributing my skills in [Your Relevant Skills/Experience]. 

Thank you for your time and consideration. I look forward to your response. 

Sincerely, 

[Your Name] 


