
[Your Full Name] 

[Phone Number] 

[Email Address] 

[LinkedIn Profile/Portfolio URL] 

[City, State, Zip Code]  

[Date]  

[Hiring Manager Name] 

[Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code]  

RE: Senior Internal Procurement Specialist - [Job Reference Number]  

Dear [Hiring Manager Name], 

I am writing to express my strong interest in the Senior Internal Procurement Specialist position 

at [Company Name]. With over [Number] years of experience in strategic sourcing, vendor 

management, and internal process optimization, I have a proven track record of driving cost 

savings and ensuring operational excellence within complex organizational structures.  

Throughout my career, I have specialized in aligning procurement strategies with internal 

stakeholder needs. At [Previous/Current Company], I successfully managed [Specific Category 

or Spend Volume], resulting in a [Percentage]% reduction in annual procurement costs. My 

expertise lies in evaluating supplier performance, negotiating high-value contracts, and 

implementing robust ERP systems to streamline internal workflows.  

I am particularly drawn to [Company Name] because of your reputation for [Specific Company 

Achievement or Value]. I am confident that my technical proficiency in [Specific Software/Tool] 

and my ability to navigate multi-departmental requirements will allow me to contribute 

immediately to your procurement team's efficiency and fiscal goals.  

I look forward to the possibility of discussing how my background in internal procurement and 

strategic supply chain management can benefit [Company Name]. Thank you for your time and 

consideration.  

Sincerely,  

[Your Name]  


