
 

 

Date:  

Subject vacancy for (position) 

 

Respected Sir or Madam 

 

 I am writing to express my interest in the post (position name) at (business name). 

 

As a (Name of the Position), I have extensive experience and am well-versed in the responsibilities of the 

job. I've also had the opportunity to demonstrate my professional skills for (number of years). 

Furthermore, I was happy to discover the job opening in your organization, since I have been following 

your company's expansion and progress. I would love it if you could offer me the opportunity to work 

for your firm since I am confident that I would be a good contribution. 

 

I feel that my strong educational background and professional skills are an excellent fit for this role. My 

enthusiasm and attention to my career make me an excellent contender for this position.  Furthermore, 

as you can see from the attached résumé, I have all of the necessary professional experience for this 

position. I am capable of carrying out all of my responsibilities on time and responsibly. 

 

I also feel that this excellent job chance would be a huge step forward in my career, as your organization 

is one of the leaders in this industry. 

 

Please contact me at the phone provided (Contact number) or by email at the provided email address if 

you require any more information or documentation. I look forward to having a personal talk with you 

about the position. 

 

Sincerely, 

[Name and Signature] 

 


