
Employment Vacancy Alert 

Dear [Recipient's Name], 

We are excited to inform you about a job vacancy at [Company Name]. We are seeking a 

qualified candidate for the position of [Job Title]. 

Position: [Job Title] 

Location: [Job Location] 

Job Description: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

Qualifications: 

• [Qualification 1] 

• [Qualification 2] 

• [Qualification 3] 

If you are interested in applying for this position, please submit your resume and cover letter to 

[Email Address] by [Application Deadline]. 

Thank you for considering this opportunity with [Company Name]. We look forward to hearing 

from you! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Phone Number] 


