
Use this email when you have applied for a role and been ignored, but then subsequently 
discovered who the hiring manager is, and want to email them directly. 

 

Tip: Send this email during core work hours, so that the recipient is likely to be at their desk and see 
your email arrive – and don’t forget to re-attach your CV 

 

Hi (name) 

Hope you’re well, and sorry for the slightly cold approach  

I found your details on (LinkedIn/Company website etc.) and understand that you may currently be 
looking to hire a (insert role) 

I have recently sent an application via the (job website) but just wanted to make sure that you 
received my CV as I’m very keen on this role, and I feel that my previous experience in (insert your 
most relevant experience for the role) would be a perfect fit. 

I would love the opportunity to discuss the opportunity further if you feel my skills and experience 
could be of benefit to you. 

Regards 

(Name) 
(Phone number) 
(Email) 
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