
Inquiry about Job Shadowing Opportunities 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Date] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am currently [your current 

position or status, e.g., a college student, a recent graduate, etc.]. I am writing to inquire about 

potential job shadowing opportunities within [Company Name]. 

I am particularly interested in [specific field or position] and am eager to gain insight into the 

day-to-day operations and responsibilities involved in this career. I believe that shadowing 

professionals at [Company Name] would provide invaluable experience and guidance. 

If possible, I would love to discuss any available opportunities for job shadowing. I am flexible 

with dates and times and would be happy to accommodate the schedule of your team. 

Thank you for considering my request. I look forward to the possibility of learning from the 

talented staff at [Company Name]. 

Sincerely, 

[Your Name] 


