
Subject: Career Advancement Opportunity 

Dear [Employee's Name], 

I hope this message finds you well. I am pleased to inform you about an exciting career 

advancement opportunity that has become available within our organization. We greatly 

appreciate your hard work and dedication, and we believe that you would be a strong candidate 

for this role. 

The position of [Job Title] in the [Department Name] is open, and we are looking for someone 

with your skills and experience to take on this new challenge. This role offers [brief description 

of responsibilities and benefits]. 

If you are interested in applying for this position, please respond by [deadline date] so we can 

discuss the next steps. We look forward to your continued growth and success within our team. 

Thank you for your dedication to [Company Name]. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


