
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, ZIP Code]  

Dear [Employer's Name],  

I hope this letter finds you well. I am writing to inquire about any 

part-time job opportunities within [Company's Name]. I am particularly 

interested in [specific department or position] and believe my skills in 

[relevant skills or experience] would be a great fit for your team. 

I am currently [your current status, e.g., a student at XYZ University, 

seeking additional work experience], and I am eager to contribute to an 

organization like yours. I am available to work [specific days/hours you 

are available] and am willing to adapt my schedule to meet the needs of 

your team. 

I would appreciate the opportunity to discuss any available positions or 

potential openings. Thank you for considering my inquiry. I look forward 

to the possibility of working together. 

Sincerely,  

[Your Name] 


