Dear [insert Employer’s First Name and Last Name],

My name is [insert your Name], and I am reaching out about any job shadow opportunities. I would appreciate the chance to connect with [insert Company Name] because [insert something specific that you like about the company]. 

I am interested in observing [insert potential job activities]. I have a background in [insert relevant coursework and/or qualifications]. I am currently looking for a [insert # of hours or days] job shadow. My availability to participate in a job shadow includes [insert days and times].

Thanks again, 

Your First Name and Last Name
your phone number


