						
Your First and Last Name
Your Phone Number (format: 04XX XXX XXX)
Your Email Address


Date (format: Wednesday, 25 August 2025)

Contact’s Name
Contact’s Position [if known]
Organisation Name
Organisation’s Street Address
Organisation’s Suburb, City and Postcode


Dear [Title if appropriate] Name 

RE: <insert Name of Placement>

I am a final year B. XXX Science student at Deakin University seeking to undertake work experience are a core requirement of my degree for a unit called Professional Practice. I am reaching out to enquire about the possibility of completing a work placement in your [organisation/group/lab etc].

<explain why you are interested in this particular organisation and their work, demonstrate you have researched the organisation, convey enthusiasm for the industry and show an interest in and understanding of their work>.
<explain what knowledge/skills you would bring; if you don’t have relevant experience think about outlining transferrable skills that you would bring from other areas like part-time work, volunteering or on campus activities>
<explain what skills you might gain and why it would be of value to you>. 
While contributing to your organisation, this opportunity would provide me with valuable experience and the opportunity to apply what I have learned during my course.
For this unit, I am required to complete a minimum of 80 hours of work experience (and up to a maximum of 160 hours, part-time or full-time around my study).
I have attached my CV and academic transcript. Thank you for your time and I look forward to hearing from you. I can be contacted as outlined above.
Yours Sincerely,
Your First Name and Last Name (an e-signature is not needed)
