
Request for Guidance on Job Responsibilities 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to seek your advice and guidance regarding my 

job tasks as [Your Job Title] within [Company Name]. As I strive to perform my duties to the 

best of my ability, I feel that I could benefit from a clearer understanding of [specific tasks or 

responsibilities]. 

It would be immensely helpful if you could provide some insights or resources that might help 

clarify these areas. If possible, I would greatly appreciate the opportunity to discuss this further 

with you at your convenience. 

Thank you for considering my request. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Job Title] 


