
Skills Enhancement Request for Job Elevation 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request your consideration for skills 

enhancement opportunities that would further enable me to contribute effectively to our team and 

elevate my role within the company. 

Over the past [duration of time], I have taken on additional responsibilities and strived to exceed 

my current role's expectations. I believe that engaging in further training and development could 

sharpen my skills in [specific areas], thus preparing me for potential advancement to [desired 

position]. 

Some training programs I am particularly interested in include [briefly mention relevant courses, 

workshops, or certifications]. I am confident that these enhancements will not only benefit my 

personal growth but also drive greater success for our team. 

I would appreciate the opportunity to discuss this further and explore potential options for skills 

enhancement. Thank you for considering my request. 

Best regards, 

[Your Name] 

[Your Job Title] 


