
Request for Assistance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization's Name] 

[Company/Organization's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am currently [your position 

or status, e.g., a recent graduate, a job seeker, etc.]. I am reaching out to request your assistance 

in enhancing my job application skills through training. 

As I actively search for employment opportunities in [specific field or industry], I believe that 

proper training in job application processes, including resume writing, interview preparation, and 

networking strategies, would be invaluable. I have heard great things about your expertise in this 

area and would be grateful for your guidance. 

If possible, I would like to schedule a time to discuss potential training sessions or resources you 

may recommend. Thank you for considering my request. I look forward to your positive 

response. 

Sincerely, 

[Your Name] 

[Your Phone Number] 

[Your Email Address] 


