Inquiry for Job Opportunities

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Company's Name]

[Company's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. My name is [Your Name], and | am currently exploring job
opportunities in [specific industry/field]. | have a strong interest in working for small businesses
like [Company's Name] that have a commitment to [specific value or mission related to the
company].

I would like to inquire if there are any current or upcoming job openings that would be a good fit
for my skills and experiences in [briefly state relevant experiences or skills]. I am particularly
interested in [mention any specific roles or areas of work], and I believe that my background in
[specific relevant background] would allow me to contribute effectively to your team.

Thank you for considering my inquiry. | would appreciate any information you could provide
regarding potential job opportunities and the application process. | look forward to the possibility
of discussing this with you further.

Sincerely,

[Your Name]



