
 

Professional Letter 

[Your Name] 

[Your Email] 

1234 Maple Street 

Springfield, IL 62701 

November 15, 2050 

Grace Tate 

Innovative Solutions Inc. 

5678 Oak Avenue 

Springfield, IL 62702 

Dear Ms. Tate, 

I am writing to express my interest in the Project Manager position at Innovative Solutions Inc., as advertised 
on LinkedIn. With over five years of experience in managing cross-functional teams and delivering successful 
projects on time and within budget, I am confident that I can contribute significantly to your team. 

In my previous role as a Senior Project Coordinator at GreenTech Solutions, I was responsible for overseeing 
multiple client projects, coordinating between departments, and ensuring that all deliverables met or 
exceeded client expectations. My experience in Agile project management and team leadership has allowed 
me to develop strong organizational and problem-solving skills, which I am eager to apply in your innovative 
work environment. 

I am particularly impressed by Innovative Solutions Inc.'s commitment to sustainability and technology-
driven solutions, and I am enthusiastic about the opportunity to contribute to your projects focused on 
environmental impact and efficiency. 

I have attached my resume for your review. I would welcome the opportunity to discuss how my experience 
and skills align with the needs of your team. Thank you for considering my application. I look forward to the 
possibility of contributing to the continued success of Innovative Solutions Inc. 

Sincerely, 

[Your Name] 

[Your Email] 

 

H 
youremail@example.com | +1 (212) 555-7890 | www.24billions.com 

 


