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

Subject: Request for Detailed Job Roles

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request more detailed information regarding
the job roles and responsibilities associated with the position of [Job Title] at [Company's
Name]. Understanding the specific duties and expectations for this role will greatly assist me in
my preparation and align my skills effectively.

Additionally, if there are any particular qualifications or experiences that are considered vital for
this position, | would greatly appreciate your insight.

Thank you for considering my request. | look forward to your response.
Sincerely,

[Your Name]



