
[Your Full Name] 

[Current Job Title] 

[Employee ID / Department] 

[Date]  

To: [Hiring Manager Name] 

[Title, e.g., Financial Controller / CFO] 

[Company Name]  

Re: Application for Assistant Financial Controller Position 

Dear [Manager Name], 

Please accept this formal expression of my interest in the Assistant Financial Controller position 

within [Company Name]. Having served as [Current Title] for the past [Number] years, I have 

developed a deep understanding of our corporate financial structure, internal controls, and 

reporting cycles. I am eager to leverage this institutional knowledge to support the senior finance 

leadership at a higher strategic level. 

During my tenure in the [Department Name] department, I have consistently demonstrated my 

ability to [mention a key achievement, e.g., streamline month-end closing/improve audit 

accuracy]. My familiarity with our current ERP systems and departmental workflows allows me 

to transition into this leadership role with minimal oversight, ensuring continuity in our fiscal 

management and compliance efforts. 

In this new capacity, I am particularly focused on contributing to [mention a specific company 

goal, e.g., budget optimization or automated reporting]. I am confident that my proven track 

record of accuracy and my commitment to [Company Name]'s long-term financial health make 

me the ideal internal candidate for this promotion. 

I look forward to discussing how I can further contribute to the team's success in this elevated 

role. 

Sincerely, 

[Your Signature] 

[Your Printed Name]  


