[Full Name]
[City, Country]
[Phone] | [Email]
[Date, e.g. 20 October 2026]
[Hiring Manager's Name]
[Job Title of the Reader]
[Company Name]
Re: [Job Title]
Dear [Hiring Manager's Name],
After [number] years as [current profession], I am moving into [new field], and the [Job Title] role at [Company Name] is the kind of position I have been preparing for.
Much of my current work already overlaps with this role. At [current company] I [transferable achievement, e.g. analysed weekly sales data to plan staffing for three stores, cutting overtime by 15%]. That taught me [skill the new role needs], which your posting lists as a key requirement.
To build the remaining skills, I completed [course or certificate] in [year], including [project and its result]. I have since [practical step, e.g. taken on two freelance projects for local businesses].
I would bring [Company Name] a combination of fresh training and [number] years of [strength from the old career]. I would be glad to explain more in an interview.
Kind regards,
[Full Name]
