
FLEXJOBS SAMPLES: PROSPECTING MESSAGES (A.K.A. COLD CALLING) TO NEW
CONTACTS AND POTENTIAL EMPLOYERS ON EMAIL OR LINKEDIN

Created by the FlexJobs Career Coaching Team: Personalized Support, Resume Reviews, and More!

Example #1: Short Message to Send to Hiring Manager or HR When Applying for a Job

Good morning, Mr. Chapman -

I’m reaching out to connect with you because I’m submitting an application for XYZ Position at ABC Company and I’m
excited at the opportunity. In researching your company, I’ve been especially impressed by ______ and I hope my cover
letter and resume convey both my qualifications for this role and my fit with the company.

If you have any questions or would like to talk, please don’t hesitate to reach out!

Best wishes,

Angela

Example #2: Message for When You Know Someone Already But There Isn’t a Job Opening

Dear [name],

I hope you don't mind me reaching out to you directly!

Explain your connection to the business. Examples:

Our paths have crossed quite a few times — first while I was at Acme Corp, and more recently at XYZ Supplies.

I’ve long been a fan of your work / your company, especially ABC and 123.

Explain your current situation briefly. Example:

I'm currently working at Tracer Widgets in digital marketing. I love what I do, but recently have been thinking about the
next step in my career.

Let them know you’d love to know of any openings or possibilities at their company. Examples (you should be more
specific about what, exactly, you admire about their company’s work):

The more I read about your company and think about your mission, the more excited I get and attracted I am to all the
amazing things you're doing! Please keep me in mind if there are any ways for us to work together in the future.

Ask them for a response. Example:

Let me know if you have a few minutes to chat at some point in the next week or two. Or, if it’s easier for you to respond
via email, that works, too. I’ve also attached my resume, in case that helps you see where I might be able to contribute to
your team.

Hoping to hear from you and thanks very much for your time!
[Your Name]

https://www.flexjobs.com/career-coaching-resume-review


Example #3: Message When There Isn’t a Job Opening But You Like the Company

Dear Sam,

I became familiar with your company when I read that great Forbes article about your CEO last year.

Once I started using your service and reading more about your company, your ethos and mission, and how it positively
affects so many people, I became more and more interested in working for your company.

I have been in content management for the last five years. While you may not need someone with my skills right now,
please keep me in mind if any related opportunities arise, either for project work or a full-time role. 

My resume is attached in case you’d like more detail as to how I might fit in with your team and help your company thrive.

I thank you very much for your time and wish you all the best!
Jane

More Examples: Short-and-Sweet Messages for Quick Outreach

Hello, Kumail - I see you’ve been with XYZ Corp for a few years now. I’m applying to an executive assistant job there now
and would love to hear about your experience working there. Would it be alright if I sent you a couple questions, or maybe
we could chat for 10 minutes?

Good afternoon, Jane, I enjoyed your article about the future of project management. I’m transitioning from higher ed and
would be grateful if you’d tell me a bit about your experience. Could I send you a couple questions, or maybe we could
chat for 10 minutes? Thanks for considering! Benito

Hi Sam! My friend, Jen Smith, mentioned you yesterday when I was talking about my next career step outside the field of
higher ed. I’d love to touch base and see what your experience has been like! Thanks so much!

Hello Ms. Ramirez - Our mutual connection Ben Barnaby recommended I reach out to you because I’m applying for a
position with your company, Global Services. I’d love to hear about your experience working there and if you have any
advice for my application or who else I should connect with. I appreciate your time very much!


