
Professional communication

Outreach Communication
You can’t get a yes if you don’t ask. Outreach can seem scary or even pointless, but the effort pays off. The key is to be professional and 

get right to the point.  This resource addresses two kinds of outreach: 1) via email, 2) via LinkedIn (or Instagram or other social media). It 

works together with other CPD resources: Aligning Yourself: Company Research, Outreach Worksheet, and Follow-Up Messages. 

Reasons you might be reaching out include asking about job or internship opportunities, requesting an informational interview, asking for 

more information about or a recommendation for a posted job or internship, requesting mentorship, or building your professional creative 

network.

Find The Right Person

• Look for ArtCenter alumni.  (LinkedIn has great alumni search capabilities.)

• Find someone working in the type of position you are interested in (for networking, informational interviewing, mentorship).

• Identify someone with a role in hiring: a recruiter, a hiring manager, or a senior designer with hiring responsibility.

• Match the formality of the writing to the context (for example, email, LinkedIn) and how well you know the person. 

Part 1 -  Introduction

• Give your name, ArtCenter, major, anticipated graduation date (if relevant).

• Identify why you are reaching out. Be clear and specific.

• Do you know anyone at the company? If so, who?

• Did anyone recommend that you reach out? If so, who?

• How did you become interested in this company? (Keep it short and genuine.)

• How would the opportunity you are asking about help you? What would it help you learn?

Part 2 - Body

• Give further information in support of your request. Be brief and to the point in order to respect the time of the person you 

are reaching out to. 

• If you are asking about job or internship opportunities, briefly identify what you have to offer the company. This will show that 

you’ve done your research. Use Aligning Yourself: Company Research to develop your examples. 

• If you are asking for an informational interview or about mentorship, give an idea of the time that would be involved and the 

specifics of what you would like to accomplish. 

Part 3 - Closing

• Thank the reader for their time. Identify the next step and how they should contact you. 

• Mention anything you have attached to the message: resume, portfolio, etc. Close with your contact information and 

website link. 

• If you gave a phone number, make sure you have an outgoing voice message with your name and that the voice mail box is 

not full. If you gave an email address, make sure you check it regularly. 
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LINKEDIN CONNECTION: REQUEST FOR PORTFOLIO REVIEW:

EMPLOYMENT INQUIRY:

Reviewing Portfolio Work [Detailed Subject Line]

Inquiring about Potential Opportunities  [Detailed Subject Line]

contact.name@company.com [Contact Email Address]

contact.name@company.com [Contact Email Address]

Hi!
I recently started my own company [describe the focus of 
your interests briefly]. Your profile really spoke to me & I think I 
could learn a lot from you. Would you be open to setting up a call 
to discuss your experience?

Hi, [first name] -  

Thanks so much for connecting with me. I recently 
came across [profile/website/email/company]and 
that led me to you and the work you are doing. It is so 
inspiring! 

I’m looking for feedback on my portfolio samples from 
working artists I admire. Would you have 30 minutes to 
take a look at a few pieces and share your thoughts?  

I look forward to hearing back from you soon.

Best,
[Your first and last name]
[Your email address and/or LinkedIn profile]
[Website]

Dear [first name],

I came across your [profile/email/website as relevant] as I was researching [identify area of interest/overlap with 

contact]. Currently, I [relevant activity, study, work experience], which is how I learned about [company, organization]. 

I’m interested in [briefly identify current interests/goals related to contact, company, organization]. I would love the 

opportunity to set up a brief time to chat to discuss my skill set and see if there are any potential opportunities you think I would be a 

good fit for. If there is someone else who can better assist me, please feel free to pass my info on to them! I look forward to hearing 

back from you! 

Best,

Tink Adams

Graphic Design, ArtCenter

tink@tinkadams.com, 626.396.2320

https://tinkadams.com

(Continued)

Your name and LinkedIn information will be 
attached to the Connection Invitation.
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Dear Mr./Ms./Mx. [Last Name]: 

I was referred to you by [First and Last Name, Title of Position] about scheduling an informational interview. I am very interested 
in learning more about your position, [title], and [area of interest/industry]. I am studying [major] at ArtCenter College of 
Design and would like to work as [position in the area of interest/ industry]. I am interested in finding out more about your 
education, experience, and background.

Please let me know if you are interested in scheduling a 30-minute informational interview in the next [number of] weeks. My 
availability is as follows:
[days, times, and location].

In addition, should there be time after our informational interview, I would appreciate the opportunity to receive professional feedback 
on my current body of work. Thank you for your time, and I look forward to hearing from you. 

Sincerely,

Tink Adams [Your First and Last Name] 
626.3962320 [Your Phone Number]
tink@tinkadams.com [Your Email and/or LinkedIn Profile]

Informational Interview Request [Detailed Subject Line]

contact.name@company.com [Contact Email Address]

Inquiring about Potential Opportunities  [Detailed Subject Line]

company@company.com [Company Email Address]

Dear Mr./ Ms./Mx. [Last Name],

I am writing to inquire about working with you this summer as a [name of position]. I am a [name of program] major at ArtCenter 
College of Design in Pasadena, CA, graduating in [date you are expected to graduate]. Working at [company name] would 
be an exciting opportunity for me as an aspiring [future career goal].

After exploring your website and seeing your work I was immediately drawn to [use research about company to give 2-3 
specific reasons why you are interested in working for this company. Consider what you would learn and what you 
could offer them]. It would be fascinating to see how [company] [specify what areas you would like to be exposed to and 
work you would like to contribute to].

I look forward to discussing potential opportunities at your earliest convenience. My resume is attached, and my portfolio can be 
viewed online by visiting [link]. I can be reached at [preferred method of communication].Thank you for your time, and I hope  
to talk to you soon.

Sincerely,

Tink Adams  (continue closing as in previous examples)

tink@tinkadams.com, 626.396.2320

INFORMATIONAL INTERVIEW REQUEST
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MORE FORMAL EMPLOYMENT INQUIRY:

(Continued)


