
Exploration of New Responsibilities 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Job Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my interest in exploring new 

responsibilities within [Company/Department Name]. Over the past [duration], I have thoroughly 

enjoyed my role as [Your Current Job Title] and I am eager to expand my contributions to the 

team. 

As our organization continues to grow, I believe that my skills in [mention relevant skills or 

experiences] could be beneficial in [mention potential new responsibilities or projects]. I am 

particularly interested in [specific project or area] and would love to discuss how I can assist and 

take on additional tasks. 

Could we schedule a time to discuss this further? I am excited about the possibility of 

contributing in new ways and look forward to your feedback. 

Thank you for considering my request. 

Best regards, 

[Your Name] 

[Your Contact Information] 


