
Job Shadowing Introduction Letter 

Date: [Insert Date] 

Dear [Recipient's Name], 

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

e.g., a student at XYZ University pursuing a degree in ABC]. I am writing to express my interest 

in arranging a job shadowing opportunity with you at [Company/Organization Name]. 

I am eager to gain insights into [specific field or role] and believe that observing your work will 

provide me with invaluable experience and knowledge. Your expertise in [briefly mention their 

experience or achievements relevant to your interest] is truly inspiring, and I would be honored 

to learn from you. 

If you are open to this arrangement, I would be grateful for the opportunity to discuss this 

further. I am flexible with scheduling and can accommodate your availability. 

Thank you for considering my request. I look forward to the possibility of learning from you. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


