[Your Full Name]
[Current Job Title]
[Current Department]
[Date]

[Hiring Manager Name]
[Title]
[Company Name]

RE: Application for Business Development Associate Position
Dear [Hiring Manager Name],

Please accept this letter as a formal expression of my interest in the Business Development
Associate position within [Department/Team Name]. Having served as [Current Role] at
[Company Name] for [Number] years/months, I have developed a deep understanding of our
value proposition and am eager to contribute to our growth strategy in a greater capacity.

During my tenure in my current role, I have successfully [mention a specific achievement or
internal project]. This experience has provided me with unique insights into our [specific
product/service line] and client base, which I believe will allow me to transition seamlessly into
the Business Development team and begin generating leads immediately.

In addition to my institutional knowledge, I have consistently demonstrated the following skills
essential for this role:

o Relationship Management: [Describe how you have built rapport with internal
stakeholders or existing clients].

o Strategic Research: [Mention how you have identified opportunities or analyzed market
trends within your current scope].

o Communication: [Detail your experience in presenting ideas or collaborating across
departments to achieve company goals].

I am highly motivated to leverage my familiarity with [Company Name]'s culture and internal
processes to exceed the targets set for the Business Development team. I am confident that my
proven track record of [mention a key metric or soft skill] makes me a strong internal candidate

for this promotion.

Thank you for your time and for considering my application. I look forward to the possibility of
discussing how I can help drive new business opportunities for [Company Name].

Sincerely,

[Your Signature]



[Your Printed Name]



