
Letter for Job Title Modification 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the possibility of modifying my 

current job title from [Current Job Title] to [Desired Job Title]. I believe this change would more 

accurately reflect my responsibilities and contributions within the company. 

In my time at [Company's Name], I have undertaken various projects that align closely with the 

responsibilities typically associated with [Desired Job Title]. [Provide specific examples of your 

accomplishments and how they relate to the desired title.] 

Moreover, I have demonstrated my commitment to the company's goals and mission through 

[mention any relevant initiatives, leadership roles, or metrics]. I firmly believe that adopting the 

title of [Desired Job Title] would not only recognize my current contributions but also enhance 

my ability to contribute further. 

I would appreciate the opportunity to discuss this further with you. Thank you for considering 

my request, and I look forward to your response. 

Sincerely, 

[Your Name] 


