
Internal Placement Opportunity 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Internal Placement Opportunity 

Dear [Employee Name], 

We are pleased to inform you of an internal placement opportunity that has arisen in the 

[Department/Team Name]. We believe this position aligns well with your skills and career goals, 

and we would like to encourage you to consider applying. 

The details of the position are as follows: 

• Position Title: [Position Title] 

• Location: [Location] 

• Key Responsibilities: 

o [Responsibility 1] 

o [Responsibility 2] 

o [Responsibility 3] 

• Qualifications: 

o [Qualification 1] 

o [Qualification 2] 

o [Qualification 3] 

If you are interested in this opportunity, please submit your application by [Application 

Deadline]. Should you have any questions or need further information, feel free to reach out to 

me directly. 

We look forward to your application and wish you the best of luck! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


