
Letter of Inquiry for Job Role Enhancement 

[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 express my interest in exploring opportunities 

for enhancement within my current role at [Company's Name]. Over the past [duration] years, I 

have gained invaluable experience and contributed to [specific achievements or projects], and I 

believe I am ready to take on additional responsibilities. 

Understanding the vision of our team and the goals set for the upcoming projects, I am eager to 

align my skills with these objectives. I would appreciate the chance to discuss potential pathways 

for professional growth and the possibility of enhancing my role to further benefit the team. 

Thank you for considering my request. I look forward to the opportunity to discuss this in more 

detail. 

Best regards, 

[Your Name] 


