
Inquiry for Academic Administrative 

Position 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[University/Institution Name] 

[University/Institution Address] 

Dear [Recipient's Name], 

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

any potential openings for academic administrative positions within [University/Department 

Name]. I am very interested in contributing to [University/Department] and believe my 

background in [Your Relevant Experience] aligns well with the goals of your institution. 

Could you please provide me with information regarding any current or anticipated job openings, 

as well as the application process? I appreciate your time and assistance. 

Thank you for considering my inquiry. I look forward to hearing from you. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


