Simple Inquiry Letter Template for Job Vacancy Details

[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]

[Date]

[Recipient's Name or "Hiring Manager"|
[Company Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name or "Hiring Manager'T,

I am writing to inquire about any current or upcoming job vacancies within [Company Name]. I am very interested in learning about potential
employment opportunities and would appreciate any information you can provide regarding available positions, application procedures, and the
qualifications required.

I amkeen to be considered for a suitable role within your organization and have included my resume for your reference. Please let me know if
there are any openings that match my skills and experience, or if there is a specific process I should follow to submit a formal application.

Thank you for your time and assistance. I look forward to your response.

Sincerely,
[Your Name]
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