
Writing an irresistible letter of interest for an internal job
position  requires  a  strategic  approach,  highlighting  your
skills and enthusiasm for the opportunity. This guide provides
a  template  for  such  a  letter,  an  example  with  realistic
details, a variation, and insights on the key components and
tips for writing.

 

Purpose of a Letter of Interest for an
Internal Job Position
A letter of interest for an internal job position is used to:

Express your interest in a job opportunity within your current
organization.
Showcase your skills, achievements, and compatibility with the
new role.
Illustrate your commitment and enthusiasm for the company’s
goals and future.

 

Key Components of a Letter of Interest
for an Internal Job Position
Introduction: State your current position and your interest in
the new role.

Relevant  Skills  and  Experience:  Highlight  your  skills  and
experiences that align with the new position.

Achievements in Current Role: Detail your accomplishments in
your current role that demonstrate your capabilities.

Understanding of Company Goals: Show your understanding of the
company’s objectives and how you can contribute.

Conclusion:  Express  enthusiasm  for  the  opportunity  and



willingness to discuss further.

Contact Information: Include your contact details for follow-
up.

 

Tips for Writing an Irresistible Letter
of Interest

Personalize  Your  Letter:  Address  the  letter  to  the
hiring manager or relevant supervisor.
Be  Specific:  Mention  specific  skills  and  experiences
that make you a strong candidate for the new role.
Show Company Knowledge: Demonstrate your understanding
of the company’s needs and culture.
Highlight  Internal  Achievements:  Mention  your
contributions to the company in your current role.
Be  Professional:  Maintain  a  professional  tone  and
format.
Proofread: Ensure your letter is free from errors.

 

Letter  of  Interest  Template  for  an
Internal Job Position

[Your Name]
[Your Current Position]
[Your Department]
[Your Contact Information]
[Date]

[Recipient's Name]
[Recipient’s Position]
[Department]
[Company Name]



Dear [Recipient's Name],

I am writing to express my strong interest in the [Job Title]
position recently posted in our internal job listings. As a
dedicated [Your Current Position] in [Your Department] for the
past [Number of Years] years, I am enthusiastic about the
opportunity  to  expand  my  role  within  [Company  Name]  and
contribute to [specific department or project related to the
new position].

In my current role, I have achieved [mention a key achievement
or project], which has provided me with [specific skills or
experience relevant to the new role]. I believe these skills,
along with my in-depth understanding of our company’s goals
and operations, make me a strong fit for the [Job Title]
position.

I  am  particularly  drawn  to  this  role  because  of  [mention
specific aspects of the new role or project that appeal to
you]. I am eager to bring my [mention specific skills or
experiences]  to  this  position  and  contribute  to  [specific
goals or projects in the new role].

Thank you for considering my application. I am looking forward
to the opportunity to discuss how my experience and skills
would be beneficial in this new role. Please feel free to
contact me at [Your Contact Information] to arrange a meeting.

Sincerely,

[Your Name]

 

Example Letter Using the Template

Megan Lee
Junior Account Manager
Marketing Department
megan.lee@ourcompany.com
May 10, 2024



Sarah Kim
Director of Marketing
Marketing Department
Zenith Corporation

Dear Ms. Kim,

I am writing to express my strong interest in the Senior
Account Manager position recently posted in our internal job
listings.  As  a  dedicated  Junior  Account  Manager  in  the
Marketing  Department  for  the  past  three  years,  I  am
enthusiastic about the opportunity to expand my role within
Zenith Corporation and contribute to the strategic planning
and execution of our marketing campaigns.

In my current role, I have achieved a 30% increase in client
retention, which has provided me with substantial experience
in  client  relationship  management  and  strategic  account
planning.  I  believe  these  skills,  along  with  my  in-depth
understanding of our company’s goals and operations, make me a
strong fit for the Senior Account Manager position.

I  am  particularly  drawn  to  this  role  because  of  the
opportunity  to  lead  major  client  accounts  and  develop
comprehensive marketing strategies. I am eager to bring my
client  management  and  strategic  planning  skills  to  this
position and contribute to the successful execution of our
department's objectives.

Thank you for considering my application. I am looking forward
to the opportunity to discuss how my experience and skills
would be beneficial in this new role. Please feel free to
contact me at megan.lee@ourcompany.com to arrange a meeting.

Sincerely,

Megan Lee

 



Letter of Interest Template Variation for
an Internal Job Position

[Your Name]
[Your Current Position]
[Your Department]
[Your Contact Information]
[Date]

[Recipient's Name]
[Recipient’s Position]
[Department]
[Company Name]

Hello [Recipient's Name],

I’m reaching out to express my enthusiasm for the [Job Title]
position that has opened in the [Department]. Having worked as
a [Your Current Position] in [Your Department] for [Number of
Years], I’ve developed a comprehensive understanding of our
company’s mission and values, which I believe align perfectly
with the responsibilities of the [Job Title].

During my tenure here, I’ve had the opportunity to work on
[mention a specific project or initiative], where I’ve honed
my skills in [mention relevant skills or areas of expertise].
I’m excited about the prospect of bringing this experience to
the [Job Title] role and further contributing to our company’s
success.

I’m particularly interested in this position because of its
focus on [mention aspects of the new role or challenges it
presents]. I see it as a fantastic opportunity to [mention how
you plan to contribute or what you hope to achieve in the new
role].

I appreciate your consideration and would welcome the chance
to discuss this exciting opportunity further. Feel free to
reach me at [Your Contact Information].



Best,

[Your Name]


