Job Reclassification Request

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Subject: Request for Job Reclassification

Dear [Manager's Name],

| hope this message finds you well. | am writing to formally request a reclassification of my
current position as [Your Current Job Title]. Over the past [duration], | have taken proactive
steps to enhance my skills and contribute to our team's success. | believe these developments
warrant a reconsideration of my job classification.

Since [mention any training, certifications, or specific projects], | have successfully [insert
detailed achievements or contributions]. These experiences have equipped me with [highlight
new skKills or responsibilities], aligning more closely with that of [mention the proposed job title
or classification].

Considering the additional responsibilities | have undertaken and the skills | have developed, |
kindly ask you to review my contribution and consider reclassifying my position to reflect my

enhanced skill set and increased responsibilities.

Thank you for considering my request. | am open to discussing this matter further at your
convenience.

Sincerely,
[Your Name]
[Your Job Title]

[Your Contact Information]



