
[Your Name] 

[Current Job Title] 

[Current Department] 

[Date] 

[Hiring Manager Name] 

[Title] 

[Department] 

Dear [Hiring Manager Name], 

Please accept this letter as a formal expression of my interest in the Project Coordinator 

position within the [Department Name] department, as advertised on [where you saw the 

posting]. Having served as [Current Title] at [Company Name] for [Number] years/months, I am 

eager to apply my internal knowledge and professional growth toward this leadership 

opportunity. 

During my tenure in the [Current Department], I have developed a deep understanding of our 

company's operational workflows and strategic goals. Notably, I have [mention a specific 

internal achievement or project you assisted with]. This experience has provided me with a 

unique perspective on how to streamline communication between stakeholders and ensure 

project milestones are met efficiently. 

My transition into the Project Coordinator role would be seamless due to my familiarity with 

[Company Specific Software/Tools] and our existing project management methodologies. I am 

particularly skilled at: 

• Managing [specific task or resource] to improve team productivity. 

• Collaborating across [Department A] and [Department B] to resolve bottlenecks. 

• Tracking [specific metrics] to ensure departmental alignment with company KPIs. 

I am motivated by the prospect of contributing to [Company Name] at a higher capacity and 

helping the [Project Team Name] achieve its upcoming objectives for [Year/Quarter]. Thank you 

for your time and for considering my application from within the team. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


