Professional Email Templates
Ready-to-Use for Any Professional

3 templates included:
1. Job Application Email
2. Post-Interview Follow-Up Email
3. Recruiter / Network Outreach Email
Replace all [bracketed text] with your information
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Email 1: Job Application
Subject Line:
Application for [Job Title] — [Your Name]

Email Body:
Dear [Mr./Ms./Dr. Last Name or Hiring Manager],
I am writing to apply for the [Job Title] position [posted on LinkedIn / your careers page / referred by Name]. With [X years] of experience in [your field], I bring a proven track record in [key strength] that aligns with this role.
Key highlights:
[Achievement #1 with metric]
[Achievement #2 with metric]
I have attached my CV for your review and am available for an interview at your convenience.
Thank you for your time and consideration.
Best regards,
[YOUR FULL NAME]
[Phone]  |  [Email]  |  [LinkedIn URL]


Email 2: Post-Interview Follow-Up
When to Send: Within 24 hours after the interview

Subject Line:
Thank You — [Job Title] Interview | [Your Name]

Email Body:
Dear [Interviewer's Name],
Thank you for taking the time to meet with me [today / yesterday] to discuss the [Job Title] position at [Company Name]. I truly enjoyed learning more about the role and your team.
Our conversation about [specific topic discussed in the interview] reinforced my enthusiasm for this opportunity. I am confident that my experience in [relevant skill] would allow me to contribute meaningfully.
I remain very interested in this role and am excited about the possibility of joining [Company Name]. Please feel free to reach out if you need any additional information.
Thank you again for your time.
Warm regards,
[YOUR FULL NAME]
[Phone]  |  [Email]


Email 3: Recruiter / Network Outreach
Use when: Reaching out to a recruiter or connection about opportunities

Subject Line:
[Your Title] | [X Years] Experience | Exploring Opportunities in [Target Country/Region]

Email Body:
Dear [Name],
I am a [Your Job Title] with [X years] of experience in [your field], currently [based in / exploring opportunities in (target)].
I am reaching out because [reason — e.g., I noticed your firm specializes in recruitment in my sector / Name suggested I connect with you].
A brief summary:
[Current role and key responsibility]
[Top achievement with impact]
[Key certifications or credentials]
I have attached my CV for your reference and would appreciate the opportunity to discuss how my background might fit.
Thank you for your time. I look forward to connecting.
Best regards,
[YOUR FULL NAME]
[Phone]  |  [Email]  |  [LinkedIn URL]
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