Formal Inquiry Letter Sample for Job Vacancy

Your Name

Your Address

City, State ZIP Code
Email Address
Phone Number

Date

Hiring Manager
[Company Name]
[Company Address]
City, State ZIP Code

Dear Hiring Manager,

I am writing to express my interest in potential employment opportunities within [Company Name]. As a dedicated professional with a
background in [Your Field or Industry] and a keen enthusiasm for contributing to a dynamic and innovative team, I am eager to inquire about any
current or future job vacancies that align with my qualifications and experience.

With a [mention your degree, certification, or years of experience] and a proven track record in [briefly describe your relevant skills or
accomplishments], I am confident in my ability to add value to your organization. I have attached my resume for your reference and would
welcome the opportunity to further discuss how my skills and experiences can contribute to the ongoing success of [Company Name].

I kindly request any information you may have regarding available positions that correspond to my qualifications. I amalso open to discussing other
ways in which I might be able to contribute to your esteemed company.

Thank you very much for considering my inquiry. I look forward to the possibility of speaking with you and exploring any potential opportunities.

Sincerely,
[Your Name]
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