
Practice: Sending an Email
Practice Email #1
Send to: [Staff email]
Subject: Interested in job opening

Hello [Recipient Name],

My name is [enter your name here]. I am very
interested in the [enter job title] position you are
hiring for.

Best,
[Your name]

Practice Email #2
Send to: [Staff email]
Subject: Digital Skills Group

Hello [Recipient Name],

I hope you are doing well! Will there be a laptop
skills session next Friday? I really want to learn
about [fill in the blank].

Best,
[Your name]


