The letter below is an example of what you could write to employers to express your interest in a work experience placement. You can change things to make it more relevant to you and add extra information. 

Year 10 Work Experience Letter Template
 

Your Name 
Address


Name of Company 
Address of Company 

Date

Dear Sir/Madam (or name of contact if known)
 
In July, all Year 10 students at Oxford Spires Academy have the opportunity to go on a one-week work experience placement.  I am writing to ask if you would consider letting me work in your (company/organisation/school) from (insert dates). I will be [14/15] years old by then. 

I am interested in a work experience placement with your (company/organisation/school) because… (Include here: why you want to work there, and whether there is anything you would particularly like to learn new skills in. It might be useful to do some research about the company to support what you are saying).

At present I am studying for my GCSEs. (Include here: The subjects you are studying and enjoy. Include those which may help you on your Work Experience.) 

(You could also mention any extracurricular activities that that you do in your spare time which may help you on your work experience.) 

I feel that I could learn a number of new skills through work experience with your (company/organisation/school). I hope that you will be able to offer me this opportunity. Please find my CV enclosed (or Please let me know if you would like me to send my CV or come in to meet with you). I look forward to hearing from you. 

Yours faithfully (or Yours sincerely if name of contact known)
 



Signature 
Name (in block capitals)
