
Letter of Request for Job Shadowing Experience 

[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 a [Your Year, 

e.g., sophomore] at [Your School/University], studying [Your Major/Field]. I am writing to 

express my interest in a job shadowing opportunity within [Company's Name] during [specific 

time frame, e.g., summer break]. 

I have always been passionate about [related field or industry], and I admire [Company's Name] 

for [specific reason related to the company, e.g., innovation, community involvement]. I believe 

that job shadowing would provide me with a valuable insight into the daily responsibilities and 

operations of your team. 

Through this experience, I hope to gain a deeper understanding of [specific aspects of the 

job/field] and learn more about the career paths available in [related field]. I am eager to 

contribute and observe as much as possible during this opportunity. 

If you are open to this request, I would be grateful for the chance to discuss it further at your 

convenience. Thank you for considering my request, and I look forward to the possibility of 

learning from the esteemed professionals at [Company's Name]. 

Sincerely, 

[Your Name] 


