Email/covering letter to send to an employer requesting work experience – Template 
Add your address here if you are sending this as a letter.


If you are sending this as an email put this in the title of the email:
Title: Request for work experience placement July 6th to 10th 2026


Dear Sir or Madam (or to Human Resources)

My name is XX. I am XX years old and in Year XX at XX school.

I am looking for a work experience placement from (dates here) XX to XX.

Write a short bit here about why you want this placement or what you have to offer - your skills that fit with this role for example or any experience you have had previously e.g I have done babysitting, I help my uncle fix his car, etc. Example below:
I am interested in a role in sales/sports/animal care because XX. I have the following skills that would be useful in this role XX.

I would be grateful to hear of any opportunities you might be able to offer.

If you have a CV you can say ‘please see attached CV.

You can contact me by email XX
Thanks for your time and I look forward to hearing from you.
Regards
First and last name


