[Your Name]

[Your Address]

[City, State, Zip Code]

[Your Email]

[Your Phone Number]

[Date]

[Recipient Name]

[Recipient Title]

[Department/Organization Name]

[Organization Address]

[City, State, Zip Code]

Dear [Recipient Name],

| hope this message finds you well. I am writing to inquire about the possibility of a research
assistant position within [Department/Organization Name]. | am currently [your current position,
e.g., a graduate student in XYZ program] at [Your Institution], with a focus on [your area of

study].

| am particularly interested in your work on [specific research topic or project], and I believe that
my skills in [relevant skills or experiences] would be a valuable addition to your team.

Could you please let me know if there are any openings for a research assistant, or any upcoming
projects where | could contribute? I would be eager to discuss how | could support your research
efforts.

Thank you for considering my inquiry. I look forward to your response.

Sincerely,

[Your Name]



