[Your Full Name]

[Phone Number]

[Email Address]

[LinkedIn Profile/Portfolio Link]

[City, State, Zip Code - Optional for Remote]

[Date]

[Hiring Manager Name]

[Title]

[Company Name]

[Company Address/Remote Office]

Dear [Hiring Manager Name],

I am writing to express my interest in the Remote Human Resources Specialist position at
[Company Name], as advertised on [Platform where you found the job]. With a strong
background in [Mention Key Skill, e.g., Talent Acquisition/Employee Relations] and extensive
experience managing HR functions within distributed teams, I am confident in my ability to
support your organizational goals from a remote environment.

In my previous role as [Current/Previous Title] at [Previous Company], I successfully managed
[Specific Responsibility, e.g., the full-cycle recruitment of 50+ remote employees or the
implementation of a digital onboarding system]. I am highly proficient in utilizing HRIS
platforms, video conferencing tools, and asynchronous communication software like [Software
Name, e.g., Slack or Zoom] to maintain high levels of engagement and compliance across
various time zones.

I am particularly drawn to [Company Name] because of your commitment to [Specific Company
Value or Project]. I understand the unique challenges of maintaining company culture in a virtual
setting and am skilled at fostering a sense of community and support for employees, regardless
of their physical location.

Thank you for your time and for considering my application. I look forward to the possibility of

discussing how my remote HR expertise can contribute to the continued success of [Company
Name].

Sincerely,

[Your Signature (if sending by mail)]
[Your Typed Name]



