
[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. I am writing to inquire about the specific attributes and 

responsibilities associated with the [Job Title] role at [Company's Name]. I am very interested in 

this position and would like to gather more information to ensure a good fit. 

Could you please provide details regarding: 

• The primary responsibilities of the role 

• Key skills and qualifications required 

• Any specific metrics for success 

• The team structure and reporting lines 

• Opportunities for professional development 

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

Sincerely, 

[Your Name] 


