
Inquiry Letter for Technical Writer Job 

Openings 

[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. My name is [Your Name], and I am a skilled technical writer 

with [X years] of experience in [specific area, e.g., technology, healthcare, etc.]. I am writing to 

inquire about potential job openings for technical writing positions within [Company's Name]. 

I have a keen interest in your company, given its reputation for [mention any known aspect of the 

company], and I believe my expertise could be a valuable addition to your team. If there are any 

current or upcoming openings, I would greatly appreciate any information regarding the 

application process. 

Thank you for your time and consideration. I look forward to the possibility of discussing this 

further. 

Sincerely, 

[Your Name] 


