
Introduction to Recruitment Team 

Dear Recruitment Team, 

I hope this message finds you well. My name is [Hiring Manager's Name], and I am the [Job 

Title] for [Department/Team] at [Company Name]. I am excited to collaborate with you as we 

begin the recruitment process for the [Job Title] position. 

As we move forward, I would like to ensure that we align on our expectations for this role. The 

ideal candidate should possess [Key Skills/Qualifications] and be a good cultural fit for our team. 

Please let me know a suitable time for us to discuss further details or if there are specific forms 

or procedures I should follow during this recruitment process. 

Thank you for your support, and I look forward to working together. 

Best regards, 

[Hiring Manager's Name] 

[Job Title] 

[Company Name] 

[Contact Information] 


