
Request for Job Description Details 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[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 express my interest in the [Job Title] position 

at [Company Name] as advertised [where you found the job listing]. I am eager to learn more 

about the specific responsibilities and expectations for this role. 

Could you please provide me with additional details regarding the job description? 

Understanding the key responsibilities and qualifications will help me tailor my application to 

better fit your requirements. 

Thank you for your time and assistance. I look forward to your response. 

Sincerely, 

[Your Name] 


