
Inquiry Regarding Job Shadowing 

Opportunities 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am currently [your current 

status, e.g., a student at XYZ University, a recent graduate, etc.]. I am writing to inquire about 

potential job shadowing opportunities within [Company/Organization Name]. 

I am very interested in [specific field or position] and would greatly appreciate the chance to gain 

insights into the day-to-day operations and responsibilities associated with this role. I believe that 

shadowing a professional like yourself would provide invaluable learning experiences as I 

consider my future career path. 

If there are any opportunities available, I would be grateful for your guidance on how I might 

proceed. Thank you for considering my request. I am looking forward to your response. 

Warm regards, 

[Your Name] 


