
1000 Idaho Avenue

Portage, MI 49024

March 26, 2012


Mr. Joe Stephanopoulos
Human Resource Manager

Ace Accountants

5469 Greenfield Shores

Portage, MI  49024

Dear Mr. Stephanopoulos:


Thank you for taking the time out of your schedule to provide me the job shadowing experience that took place on March 23, 2012. I realize that this took time away from your regular responsibilities, and I am grateful for all the information that you were able to provide regarding the daily tasks of your job. 

This job shadow opportunity allowed me to gain an insight of the academic, technical, and personal skills required by this occupation, along with reinforcing the understanding of the connection between school and work. I appreciate the opportunity to learn from someone who works in the field of my interest.

Paragraph 3 (2-3 sentences): Share something you learned through the job shadowing experience. Add anything else you would like to say, including thanking them one last time.

Sincerely,



Student Name
Portage Northern High School 
Start the Return Address (your address) at the 2-inch mark





Leave 3 blank lines





Letter Mailing Address (where the letter is going).  Make sure to include job title of the person you job shadowed





Leave 1 blank line





Leave 1 blank line
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Leave 1 blank line





Leave 3 blank lines, sign with black or blue ink








