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Your Name
Your Address

Name of Company
Address of Company

Date
 
Dear Sir / Madam / name of contact person
 
I am a year 10 student at Plymouth High School for Girls.  I would like to enquire about a potential work experience placement, which I will be available to carry out for one week from Monday 6th July to Friday 10th July 2026 inclusive.  I am keen on gaining some practical work experience in (add your chosen field of work) because (add a reason for pursuing a placement with this specific company and field.

I am an enthusiastic student currently studying (enter your personal information here) with a variety of interests, including (enter your personal information here).  When describing myself I would say that I am (enter your personal information here e.g. reliable and punctual, well organised, hardworking, co-operative) and keen to learn.  Consequently, this would be how I would approach the work given to me.  I work well both independently and with other people within a team.
 
I would be very grateful to be considered for an opportunity and could attend an interview at your earliest convenience.
 
Yours faithfully (to be used if you don’t know the name of the recipient of this letter)
Yours sincerely (to be used if you do know the name of the recipient of this letter)

Signature if you have it!

Your full name
Your Tutor Group
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