
[Your Full Name] 

[Phone Number] 

[Email Address] 

[LinkedIn Profile/Portfolio URL]  

[Current Date]  

[Hiring Manager Name] 

[Title] 

[Company Name] 

[Company Address]  

Dear [Hiring Manager Name],  

Introduction: I am writing to express my interest in the [Job Title] position at [Company 

Name]. Having recently achieved [Major Career Milestone, e.g., a specific certification, a 

revenue target, or a project completion], I am eager to apply my expertise to contribute to your 

team's success. 

The Milestone: My recent accomplishment of [Details of Milestone] serves as a testament to my 

ability to [Specific Skill]. This experience required [Action Taken] and resulted in [Quantifiable 

Result or Impact], which aligns directly with your current need for [Specific Requirement from 

Job Description]. 

Comparative Value: Just as I successfully navigated the challenges of [Milestone Project], I am 

prepared to bring the same level of [Quality, e.g., strategic planning or technical rigor] to 

[Company Name]. My background in [Industry/Field] has equipped me with a unique 

perspective on [Problem the company is trying to solve]. 

Closing Statement: I am impressed by [Company Name]'s recent work in [Specific Company 

Achievement] and would welcome the opportunity to discuss how my recent experiences can 

help drive similar results for your department. Thank you for your time and consideration. 

Sincerely, 

 

[Your Signature (if sending by mail)] 

[Your Typed Name]  


