
Employment Specifications Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the employment 

specifications related to the [Job Title or Position] within [Company Name]. This information is 

crucial for our records, as well as to ensure we meet the necessary qualifications and 

expectations for this role. 

Specifically, I would appreciate details on: 

• Job responsibilities 

• Required qualifications and skills 

• Salary range 

• Working hours and conditions 

• Benefits offered 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


