
[Your Name] 

[Current Job Title] 

[Department] 

[Email Address] 

[Date] 

To: [Hiring Manager Name] 

[Title] 

[Department Name] 

RE: Application for [Target Job Title] (Job ID: #[0000]) 

Dear [Hiring Manager Name], 

Please accept this letter as a formal expression of my interest in the [Target Job Title] position 

within the [Department Name]. Having served as a [Current Title] at [Company Name] for the 

past [Number] years, I have developed a deep understanding of our technical infrastructure and 

internal workflows. 

During my tenure in the IT department, I have successfully contributed to several key initiatives, 

including: 

• [Achievement 1: e.g., Migration of legacy servers with 0% downtime] 

• [Achievement 2: e.g., Implementing automated ticketing protocols that reduced response 

time by 20%] 

• [Achievement 3: e.g., Leading the internal security audit for the Q3 fiscal period] 

My familiarity with our unique tech stack-specifically [Specific Systems/Software]-positions me 

to transition seamlessly into this elevated role. I am eager to apply my technical expertise and 

institutional knowledge to help the team achieve [mention a specific company goal or upcoming 

project]. 

Thank you for your time and for considering my application for this internal advancement. I look 

forward to discussing how my background aligns with the future goals of the [Department 

Name]. 

Sincerely, 

[Your Name] 


