
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to express my interest in completing a work experience 

opportunity at [Company's Name]. I am currently a [Your Current Status, 

e.g., student at XYZ University studying ABC] and I believe that gaining 

experience at your esteemed organization would be invaluable for my 

professional development. 

During my time at [Previous Experience or Relevant Education], I have 

developed skills in [relevant skills or experiences]. I am particularly 

drawn to [specific aspect of the company or industry], and I believe that 

my background in [specific background related to the job] aligns well 

with the goals of your team. 

I would love the opportunity to contribute to [Company's Name] and learn 

from your talented staff. I am available for a [specific time period or 

dates], and I am eager to bring my [specific skills or qualities] to your 

organization. 

Thank you for considering my application. I look forward to the 

possibility of discussing this exciting opportunity with you. 

Sincerely,  

[Your Name] 


