
[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. My name is [Your Name], and I am writing to express my 

interest in any temporary employment opportunities that may be available at [Company Name]. 

With my background in [Your Field/Industry] and experience in [Relevant Experience], I am 

eager to contribute to your team while gaining valuable experience in the [Specific Industry] 

sector. 

I am available for [mention your availability, e.g., "immediate hire" or "specific dates"], and I am 

flexible with the hours as required. I would appreciate the opportunity to discuss how my skills 

can benefit your team during this temporary period. 

Thank you for considering my request. I look forward to the possibility of working together and 

contributing to [Company Name]. Please feel free to contact me at your earliest convenience. 

Sincerely, 

[Your Name] 


