Request for Internal Job Opportunity

Date: [Insert Date]

[Your Name]

[Your Job Title]
[Your Department]
[Your Company]
[Your Email]

[Your Phone Number]

Dear [Hiring Manager's Name],

I hope this message finds you well. I am writing to formally express my interest in the [Job Title]
position that has recently opened in the [Department Name]. | have been a part of [Your Current
Department] for [Duration] and have thoroughly enjoyed my time here.

During my current position, I have gained valuable experience in [Briefly Describe Relevant
Experience or Skills]. I believe that my skills in [Relevant Skills] and my commitment to
[Company's Goals/Values] align well with the requirements of the [Job Title] position.

| am excited about the opportunity to contribute to [Department Name] and to grow
professionally within [Company Name]. | am confident that | can bring a fresh perspective and
valuable contributions to the team.

Thank you for considering my request. | would be grateful for the opportunity to discuss my
application further. Please let me know a convenient time for us to meet.

Warm regards,

[Your Name]



