
EXAMPLE:  STARTER EMAIL 

------------------------------------------------------------------------------------------------------------------------------------------ 

Good morning/afternoon, (First Name) (Greeting) 

I am currently in a job search and exploring employment opportunities with (Name of Company, Agency, 
or Organization).  My research indicates that you may be able to guide me in my search or make 
suggestions regarding next steps.  (Why You Are Writing) 

With X years of experience in the XYZ field as a (Job Title), I can/have: (Two to three sentences on why 
they should be interested in you) 

• Competencies, and/or 
• Experience, and/or 
• Differentiators, and/or 
• Accomplishments, and/or 
• Responsibilities 

I believe my skills and experience could possibly fill a need at (Name of Company, Agency, Organization) 
and look forward to exploring opportunities that could be mutually beneficial.  (What You Can Do For 
Them; Your Value Proposition) 

Certainly, (Name of Company, Agency, or Organization): 

o Is a recognized leader in the XYZ field (with supporting statement), or, 
o Is a respected member of the local business community (with supporting statement) or, 
o Has a long track record of success in the XYZ business, or 
o Has a reputation as an progressive and innovative company with an exciting future, or 
o Whatever complimentary point can be reasonably presented to justify your interest in 

them. (Find info on their website, or their LinkedIn company page) 

I have a desire to work for a (Company, Agency, Organization) that aligns with my values and career 
goals; and I believe that (Name of Company, Agency, or Organization) may offer that opportunity.  (Why 
You Are Interested in Them).  

If you are not able to assist me, I still would like to thank you for reading my email.  Of course, I would 
greatly appreciate your forwarding this message to a more appropriate person or suggesting a next step 
for me.  I can be contacted at the number below or by replying to this note. (Request) 

If I do not receive a response, I will try to follow up in a week or so to see if there is any additional 
information that I can provide or if I can answer any questions that you may have. (Follow Up Plan) 

Thanks again for your time and for any assistance you may be able to provide. It really is greatly 
appreciated! (Thank)  

 

Best, (Closing) 


