Sample covering letter / e-mail for application for work experience

‘Cut and paste’ this text as a template for your application for work experience. Feel free to adapt as you see fit. Make it clear you are a Year 10 student. Explain that you are a GCSE student, give details of the subjects that you are studying, the type of work that you are interested in (e.g. IT, marketing, administration, engineering, etc.) and your career interest – if you have one.

(Your address)

(Date)

(Address of business)

Dear (TITLE + NAME),

Work Experience – 29 June to 10 July 2020 with NAME OF COMPANY
I am a Year 10 student at Sydenham School looking for work experience from 
29 June to 10 July 2020. I am studying for GCSE’s in NAME THE SUBJECTS at Sydenham School.  I will be 15 / 16 YEARS old in June 2020.
I am very interested in a career as a CAREER TITLE.  I would very much appreciate it if your company would be able to offer me a suitable placement next summer.

 (Mention personal interests / previous work experience / responsibilities as appropriate).
If you have any queries please contact me at the above address, e-mail: (EMAIL ADDRESS) or tel: (YOUR PARENT’S MOBILE NUMBER).
The Careers Coordinator, Fiona Taylor, can give you more details about our school’s work experience.  So if you have any queries please contact her – 
f.taylor@sydenham.lewisham.sch.uk  or 020 8699 6731 x 442
Many thanks for considering my request.  I look forward to hearing from you.
Yours sincerely – if you know the name of the person you are writing to,

OR  
Yours faithfully – if you are sending it to the Head of Marketing, etc.

(YOUR SIGNATURE)

(FULL NAME)
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