[Your Full Name]

[Your Professional Title, e.g., Senior HR Specialist]
[Phone Number]

[Email Address]

[LinkedIn Profile URL]

[City, State, Zip Code]

[Date]

[Hiring Manager Name]

[Title, e.g., Director of Human Resources]
[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Hiring Manager Name/Hiring Committee],

I am writing to express my strong interest in the Senior Human Resources Specialist position at
[Company Name], as advertised on [Platform/Source]. With over [Number] years of experience
in strategic HR management, employee relations, and organizational development, I am confident
in my ability to enhance [Company Name]'s workforce efficiency and culture.

Throughout my career, I have successfully led initiatives in [mention key areas, e.g., talent
acquisition, benefits administration, or compliance]. At my previous role with [Current/Previous
Company], I was responsible for [mention a specific achievement, such as reducing turnover by
X% or implementing a new HRIS]. My approach combines data-driven decision-making with a
focus on empathy and professional advocacy.

I am particularly drawn to [Company Name] because of your commitment to [mention a company
value or recent project]. I am eager to bring my expertise in [Skill A] and [Skill B] to your team to

help streamline HR operations and support your strategic business goals.

Thank you for your time and consideration. I look forward to the possibility of discussing how my
background in high-level HR operations can benefit [Company Name].

Sincerely,
[Your Signature (if sending by mail)]

[Your Typed Name]



