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Work Experience Calls & Email

Practice sheet

1. Decide what kind of work you want to experience, for example a Law Firm.

i

2. Use Yell.com to find a list of firms you could contact to secure a work experience

placement

Solicitors near NE7 7DP P Sorthy relevance ~

Contact experienced top-rated Salicitors offering legal services in NE7 7DP on Yell.com. Find professional and specialist advice for any circumstance including
family law, employment law, litigation and defence. With a first-rate solicitor you'll know your reputation is in the right hands.

Related searches:  Legal Services Compensation Claims wills Immigration Advice Legal Advice Property Law Criminal Law A4

Find out more:  Cost Guide page FAQ page

Pepperellls Solicitors
=p I ‘ No Ratings
@ Fepperells  solidtors Write a review
@website &, call
=~ Filter results 1.7 mi | We serve NE7 7DP | Newcastle Upon Tyne, NE1
Category ~ Family Law,
Employ . .
solicitors Lasting Power Of Attorney Conveyanciny More info
Legal Services
Compensation Claims
wills . . .
} Ward & Rider Accident Claims 0
Immigration Advice 3.0 ( retings)
Legal Advice Ward&Rider asu solicitors  The Personal Injury Specialists Write a review Q ()
Property Law RQEmail @ website X, call

Criminal Law @ We serve NE7 7DP

3. Call a number from the list and make sure you introduce yourself properly.
For Example: Good Morning, my nameiis ...............

I am a Year 10 student at Jesmond Park Academy and | wondered if you offer work
experience opportunities.

The dates of my work experience are Monday 10th-14th July 2023.

Remember to say thank you for your time and Goodbye!

e Please keep a list of all the places you call so you don’t mistakenly call them a

second time.

4. Be aware that some employers may ask you for a covering letter and a CV. A

covering letter is an introduction as to why you are emailing or sending the letter.
Think for what purpose? It is important to have the correct contact name to address
the letter, email to, which is why you need to ring and check the company offer work

experience opportunities and who you need to correspond with.
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5. If you are sending a request via email, your CV should be an attachment and the
covering letter should make up the body of the email and should include the dates
of your work experience request.

Work Experience Request - Message (HTML)

Insert Options Format Text Review @ Tell me what youwant to do...
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Subject ‘Work Experience Request

Dear Mr/Mrs/Miss/Dr  Last name,
Opening paragraph: State why you are writing; how you learned of the organisation, and some basic information about yourself.
2 paragraph: Tell the employer why you are interested in the employer or type of work the employer does. (Simply stating that you are interested does not tell why)

3" paragraph: The dates of your work experience are Monday 10% July to Friday 14th July 2023
Thank you for your consideration and | look forward to hearing from you soon.

(Your name typed)

The subject box should say “Work Experience Request”
Arial 12
Dear Mr/Mrs/Miss/Dr Last name,

Opening paragraph: State why you are writing; how you learned of the organisation, and
some basic information about yourself.

2nd paragraph: Tell the employer why you are interested in the employer or type of work
the employer does. (Simply stating that you are interested does not tell why)

3 paragraph: The dates of your work experience are Monday 10t July to Friday 14th
July 2023.

Thank you for your consideration and | look forward to hearing from you soon.

(Your name typed)

6. Templates for CV’s and Covering Letters can be found on Frog under the Careers

o
Icon. D

See Mrs Beeley if you need support in arranging a placement, based outside Learning
Support, Careers Office.




