
Job Shadowing Opportunity 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company's Name] 

[Company's 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 Status, 

e.g., a student at XYZ University, a recent graduate, etc.]. I am writing to express my interest in 

the opportunity to participate in a job shadowing experience at [Company's Name]. 

I have a keen interest in [Field/Industry] and admire [Company's Name] for [specific reason 

related to the company or industry]. I believe that shadowing professionals at your esteemed 

company would provide invaluable insights and guidance as I explore my career path. 

I am eager to learn more about [specific roles, projects, or areas of interest], and I am committed 

to making the most of this opportunity. I am flexible with my availability and can arrange a visit 

at your convenience. 

Thank you very much for considering my request. I look forward to the possibility of discussing 

this opportunity further. 

Sincerely, 

[Your Name] 


