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EMAIL TEMPLATE FOR STUDENTS 2024

This information may be useful for students who are contacting Western Australian tourism and hospitality operators, and looking to secure unpaid work experience, work placement or volunteer opportunities. This template is only a guide, and it is suggested that you consult with your teacher/educator/career practitioner about how to personalise the application as much as possible. 





[bookmark: Text1]Email Subject line:  RE:      	Comment by Author: List the business name and what opportunity you are hoping to request: Work experience or  work placement or volunteer 
[bookmark: _Hlk165632176]

[bookmark: Text2]Dear      	Comment by Author: Write business owner name or if that is unknown type the name of the business

[bookmark: Text3][bookmark: Text4][bookmark: Text5]I am a       student at       and contacting you to enquire about a potential       with your company.	Comment by Author: Type your year and what you are studying. For example “I am a year 11 student at…” or “I am a Certificate III Tourism student at TAFE…”	Comment by Author: School or training provider	Comment by Author: List what opportunity you are looking for - work experience or work placement or volunteer opportuntity

[bookmark: Text6]I am interested in gaining practical experience in the tourism and hospitality industry, as       and I believe it will help me to develop my skills and knowledge in this field.	Comment by Author: This is where you can type the reason why you think it will be a good opportunity. For example  career aspirations, what you want to do when you graduate and how it is relevant or having work placed learning requirements

[bookmark: Text7]As an enthusiastic student with a keen interest in      , I am eager to begin building my career in tourism and hospitality and I believe that your company could provide me with valuable experience and knowledge.	Comment by Author: Link your interests with what the organisation does. List any relevant prior work experience, volunteer, clubs or groups

[bookmark: Text8][bookmark: Text9]I propose that I carry out this work experience/placement for       commencing       and I would be grateful for the opportunity to learn from your team.	Comment by Author: List your preferred length of time. For example 1 day or 1 week.	Comment by Author: List your preferred start date. Could be a specific date, month or term

[bookmark: Text10]If you require any further information regarding my request, please do not hesitate to contact      	Comment by Author: Check with your educator about the correct contact details you should provide, for example should business should contact you or your teacher/school. If so include the teacher’s full name, role, school, contact phone number and email address 

Thank you for your time and consideration, I look forward to hearing from you soon.

Yours sincerely,


[bookmark: Text11]     

Attachments: resume/ school documentation/certifications/ letter from school	Comment by Author: Check with your school regarding any paperwork, insurances, or other requirements. 
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