
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Request for Skills Assessment for Employment 

Purposes 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a skills assessment to 

support my application for employment opportunities in [specific field or industry]. I believe that 

an evaluation of my skills and qualifications will significantly enhance my competitiveness in 

the job market. 

As a [your current position or recent qualification], I have developed a strong foundation in 

[specific skills or experiences relevant to the job you are seeking]. I am keen to obtain an official 

assessment that reflects my competencies and aligns with the requirements of potential 

employers in [location or sector]. 

Please let me know the necessary steps to initiate this process, as well as any documentation or 

fees that may be required. I appreciate your assistance and look forward to your prompt 

response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


