
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. My name is [Your Name], and I am 

reaching out to express my interest in offering my services for any odd 

jobs or tasks that may need assistance within your organization. 

With a diverse skill set that includes [briefly list relevant skills or 

experiences], I am confident that I can be of help in various capacities. 

I am a quick learner, reliable, and dedicated to bringing quality results 

to every task I undertake. 

If you have any current or upcoming projects where you might need an 

extra set of hands, I would be more than happy to discuss how I can 

contribute. I am available at your convenience for a conversation or 

meeting. 

Thank you for considering my offer. I look forward to the possibility of 

working together. 

Warm regards, 

[Your Name] 


