Work Experience Thank You
Letter

[Your Name]

[Your Address]

[city, State, Zip Code]
[Email Address]

[Phone Number]
Date: [Insert Date]

[Recipient’s Name]
[Recipient’s Job Title]
[Company Name]
[Company Address]
[city, State, Zip Code]

Dear [Recipient’s Name],

| am writing to sincerely thank you for the valuable opportunity to complete
my work experience at [Company Name]. The time | spent with your team
from [Start Date] to [End Date] has been incredibly insightful, and | am
grateful for the chance to gain practical experience in [briefly mention the

field or department, e.g., marketing, engineering, healthcare, etc.].

| truly appreciate the guidance and support provided by everyone at

[Company Name]. The hands-on experience | gained, combined with the

Copyright @ EXAMPLES.COM



https://www.examples.com/

knowledge shared by your colleagues, has been instrumental in helping me
better understand the industry and develop new skills. It was a pleasure

working alongside such a dedicated and professional team.

Thank you once again for this wonderful opportunity. | look forward to
applying the skills I've learned during my time at [Company Name] in my

future career.

Sincerely,

[Your Full Name]
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