EDITABLE TEMPLATE


Subject: Job Inquiry: [Position Title]

Dear [Hiring Manager's Name], OR Dear Sir/Madam OR Good morning or Good afternoon,

I hope this email finds you well. My name is [Your Name], and I am writing to express my strong interest in the [Position Title] at [Company Name]. I recently came across the job posting on [Source of Job Posting], and I am impressed by the company's reputation and commitment to [specific aspect that attracts you to the company].

With [number] years of experience in [relevant field], I have developed a solid foundation in [specific skills or expertise]. Throughout my career, I have successfully [provide examples of relevant achievements or responsibilities]. These experiences have honed my [mention key skills] and equipped me with the ability to [address key responsibilities or challenges of the job].

I am particularly drawn to [Company Name] because of its [mention specific aspects that align with your interests or values]. The company's dedication to [mention a specific aspect or achievement of the company that impresses you] is truly inspiring, and I am excited about the opportunity to contribute to the company's continued success.

Please find attached my CV, which provides additional details on my qualifications and accomplishments. I would welcome the opportunity to discuss how my skills and experience align with the needs of [Company Name]. I am available for an interview at your convenience or to provide any additional information you may require.

Thank you for considering my application. I look forward to the possibility of speaking with you further and exploring how I can contribute to the growth and success of [Company Name]. Should you require any further information, please feel free to contact me at [phone number] or [email address].

Sincerely,

[Your Name]

Remember to customize the email to your own experiences, qualifications, and the specific company and job you're applying for. 


