








Megan Smith

27 Chapel Road

Worthing

West Sussex

BN11 2DE

m.smith@davisonhigh.school

Mrs Jane Almond

Barclays Solicitors

33 Kennard Road

Worthing 

West Sussex

BN11 2XH

DATE
Dear Mrs Almond or Dear Sir or Madam,
(depending on whether you have a person’s name or not)

Re: Work Experience Placement (dates), 2024
I am currently a Year 10 student at Davison CE High School for Girls in Worthing.  I am writing to enquire whether you would be able to offer me a week’s work experience during the week beginning Monday Dates 2024
I am interested in a work experience placement at … / very much like to have work experience at … because I am considering following a career in … / I would like to find out what it is like to work in an office/ or give another positive reason.

At present I am studying my GCSEs including Maths and English and now choose a subject that is relevant to the placement eg art for floristry or Food for catering).  I particularly enjoy art /sport /music /English /maths and I feel that work experience at … would give me an insight into a job that uses this subject.
At school I am hard working/well organised/good at working in groups/able to work well independently …  

I look forward to hearing from you soon with regard to this request for a work experience placement next date.  I have enclosed a stamped addressed envelope for your convenience.  

Yours sincerely/faithfully 
(If the letter starts dear Mr/Mrs, then end it with yours sincerely. 
If the letter starts dear sir/madam, then end it with yours faithfully)

Signature normal signature
Type your name here, after hand writing your signature above. 
Your home address





The name and address of the employer





Your school email








