
Job Vacancy Announcement 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to announce a short-duration job vacancy for the position of [Job Title] at 

[Company Name]. This position will last for [Duration] and is an excellent opportunity for 

anyone looking to gain experience in [Field/Industry]. 

Job Details: 

• Position: [Job Title] 

• Location: [Job Location] 

• Duration: [Start Date] to [End Date] 

• Responsibilities: [Brief Responsibilities] 

• Compensation: [Hourly Rate/Salary] 

If you are interested in this opportunity, please send your resume and a brief cover letter to 

[Contact Email] by [Application Deadline]. 

Thank you for considering this opportunity. We look forward to hearing from you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


