EMAIL TEMPLATE


Dear [Mr/Mrs/Ms Surname] or Hiring Manager,

My name is [Your Name], and I am a Year 12 student at Bishop Challoner Sixth Form in Kings Heath, Birmingham I am writing to ask whether your organisation offers work experience placements for sixth form students.

I am interested in learning more about the [industry/profession] and developing my understanding of the skills and knowledge required to work in this field. After researching your organisation, I was particularly interested in [mention something specific about the company, if possible], which is why I would be grateful for the opportunity to gain work experience with your team.

My school work experience dates are Monday 21st June- Friday 25th June 2027 although I would be happy to discuss alternative dates if these are more convenient for you.

I have attached a copy of my CV for your consideration. If you require any further information, I would be pleased to provide it.

Thank you for taking the time to consider my enquiry. I appreciate that arranging work experience requires time and planning, and I would be very grateful for any opportunity you may be able to offer. I look forward to hearing from you.

Kind regards,
[Your Name]
Year 12 Student
Bishop Challoner Sixth Form
Telephone: [Your Phone Number]
Email: [Your Email Address]
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