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Formal email asking for advice

When you start a job search, or even if you're just considering starting a search, it's a good idea to get career advice from an expert. Request career advice from someone in your network who has expertise in your industry, or someone who works for a company you're interested in. One way to do this is to write letters. An effective career advice request letter should generally do the following: Explain who
you are: At the beginning of your letter, explain who you are. Of course, if you're friends or close acquaintances, you don't have to do this. However, if you're not close acquaintances, remember the person of who you are and how you met (for example, it was a pleasure meeting you last month at the sales conference in Boston). If you have been contacted by a mutual acquaintance, please explain the
connection (for example: Our mutual friend Linda Smith suggested that I contact you.). Please state your request: After a short introduction, make it clear why you are writing. If you're looking for information about specific careers within an industry, say so. If you are moving and looking for advice on jobs within a particular city, explain this. Also state if you are hoping for a personal meeting or informative
interview. Be clear about your intentions. Give all materials: You should short your level of work experience within whichever industry you are in. However, don't go into detail. Instead, just a copy of your RESUME, or even a portfolio, to give the person a sense of your work. Follow-up: Towards the end of the letter, explain how to follow up. You could say you'll call them in a few days or a week. However,
you plan to get in touch, it states in the letter. Keep it short: While it's important to include all this information, try to keep the letter short - no more than one page. This person is probably very busy and will be more likely to read and respond to a concise letter. Edit, edit, edit: this is a business letter, and it may even be your first impression with this person. Therefore, make sure you reread your letter before
sending it, while looking for errors. You could even ask someone to review or edit the letter. A letter sample will help you lay out your letter. Examples also show you which elements to include, such as introductions and master paragraphs. Along with helping with your layout, letter samples can help you see what kind of content you should include in your documents, such as a description of your job
research or a brief introduction of yourself. Although examples are a good starting point for your letter, you should always be flexible. You need to customize a letter preview to fit your own search, and your relationship with the person you're writing. This is an example of a letter in which career advice Asked. Download the career advice request template (compatible with Google Docs and Word Word or see
below for more examples. ©TheBalance 2018 Susan Sharp123 Main StreetAnytown, CA 12345555-555-5555susan.sharp@email.comSeptember 1, 2018Jane RoweDirector, Human ResourcesAcme Theatre123 Business Rd.} Business City, NY 54321Dear Ms. Rowe, I'm a friend of Emily Little,and she encouraged me to contact you. I know Emily through a local children's theater, for which I was a light
assistant for the past semester. I also see her at college music gigs, as I am in the orchestra. I graduated from Acme College this spring, and am looking for jobs in the Boston area. I'm looking for all the positions that are available within the performing arts, especially theater tech. I would appreciate all the recommendations you offer regarding this job search. I've confirmed my résumé. Most of my theatrical
experience is in lighting and TD; However, I've done everything from props to stage management. Thank you for your time. I'll call tomorrow to see when you're available for a short conversation. I look forward to speaking to you. Sincerely, Susan Sharp All too often, people make requests for your time or expertise that are simply not feasible. That's why Muse founder and COO Alex Cavoulacos wrote a
helpful article with advice on refusing an email introduction you never agreed to. Once you've been on the receiving end - you're uncomfortable with a question to make a distant contact with the most impressive person on your network, or are afraid of a call for someone to choose your brain if you don't have time - you become more sensitive not to want to put others in a similar position. And that's a good
thing, because if you're extra attentive, they'll notice and be more inclined to help you when they can. (Not only that, but if you always give other people one out, it's less awkward if you reject a request from them that doesn't make sense on your side.) So, here are three templates to ask for a favor–in a way that lets the other person say no and still face saving: 1. If you like an introduction A reason to grow
your network is that when you build a relationship with someone, his contacts (theoretically) are your second-degree connections. However, as we all know, just because you've ever worked with someone or follow each other on social sites, this doesn't mean you're close enough to him or her intro to new people. So, send a note like this: Dear [Contact Name], I noticed [the person's impressive name] is in
my second-degree network and you're the common link! I really hoped to get in touch with her to interview her for a project I'm working on/ask her to speak at the event my company is holding/learn her transition from one career path to another really nice. Would you be able to put the two of us in touch? If not, I totally understand. Thank you! Sincerely, [Your name] This post increases the likelihood that
you will get a reply for three reasons. First, it's short and to the point. Second, it shares why you want to connect connect the person in question (because your contact may want to contact her first). Third, it gives the other person a comfortable way to refuse if she can't or won't - make the intro. If you like a job referral, it's true: a personal referral increases the chances of you being hired for a job. But, it's
also kind of a huge question. You're asking someone to risk their work reputation to stand up for you. And if, say, you're friends, but he's never really worked with you, he might not be comfortable saying yes. So, ask in a way that informs his decision- and let him say no without the risk of your friendship: Dear [Contact Name], I see that there is an opening for a senior management role at [your company]. As
you may know, I have worked in management for over five years at [my company], where I oversee a team of 12 people. In fact, in my time here, my team has doubled in size and scope, beating our goals by an average of [amount] every quarter. I mention all of this because I'm really excited about the work you're doing at your business, especially [recent initiative], and I'd love to be a part of it. Do you
know anything about this opening, and if so, would it be possible for you to refer me to the right person to speak with about the position? If not, I certainly understand, and would appreciate any clues you might have about applying to your business. Thank you so much for all your help. Dear, [Your name] This email hits at various points. First, you share why you're qualified for the role, so your contact
doesn't have to do any extra legwork. Second, you're showing that you're aware of what's going on at her company (and that this isn't mass email). Third, you give her multiple ways to help you so she can choose what works best for her. Maybe she'll get in touch to forward your CV to HR, or maybe she knows the position is going to be filled internally and she can push you in a different direction. When you
ask for any directions, you avoid supporting her in a corner and set yourself up to get the very best advice (even if you don't know what that is). 3. If you want (Free) Advice You probably know that asking a distant contact to grab coffee to choose his brain is an often rejected request. If he's too busy to catch up with close friends, it's unlikely he'll drop anything to answer your questions for 45 minutes. So,
when you ask these questions, make sure to have options that can meet almost any schedule: Best [Contact Name], I've been following your LinkedIn updates and noticing that you're posting a ton of articles. I'm definitely interested in raising awareness about my own brand and have wondered if this approach would make sense for me, too. Do you have 15 minutes to talk on the phone? If not, it would be
possible for me to ask you a few questions via email. Or maybe you can share with me all the resources you've found particularly useful. I appreciate your time and guidance. All the best, [Your name] First things first, if you wouldn't meet her for coffee socially, knock that option off the list and instead jump directly to the person's demand to hop on a phone call. If coordinating schedules is too demanding,
answering questions via email may be more feasible. And don't discount her pointing you to a useful source. It may be that the industry newsletter or job board they swear to is even more valuable than you might have thought. It can be intimidating to ask for a favor and just as uncomfortable to turn someone down if you're not really in a position to help. So, give your contact the benefit of the doubt by
building in one out, and always a line of thanks. Thank you.
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