
[Your Name] 

[Current Job Title] 

[Current Department] 

[Date]  

[Hiring Manager Name] 

[Title] 

[Department Name]  

Re: Application for [Target Position Title] 

Dear [Hiring Manager Name], 

I am writing to express my strong interest in the [Target Position Title] position within the 

[Department Name] team. Having served as a [Current Title] at [Organization Name] for the past 

[Number] years, I am eager to transition into this advanced role to further contribute to our 

department's research objectives and long-term goals. 

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

internal methodologies, including [Specific Technique 1] and [Specific Technique 2]. My primary 

accomplishments include [Briefly Mention a Key Achievement or Successful Project]. These 

experiences have provided me with a unique institutional perspective and the technical proficiency 

required to excel in the responsibilities outlined for the [Target Position Title] role. 

Advancing to this position would allow me to leverage my familiarity with [Specific Internal 

Software, Protocol, or Team Dynamic] to hit the ground running. I am particularly excited about 

the opportunity to [Mention a specific responsibility from the job description, e.g., lead data 

analysis workflows or mentor junior staff] and continue supporting [PI Name or Department 

Head]'s vision for the [Name of Project or Lab]. 

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

forward to the possibility of discussing how my evolving skill set can continue to serve the 

[Department Name]. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


