Critical Job Position Opening

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]
Subject: Announcement of Critical Job Opening for [Job Title]
Dear [Recipient Name],
I am writing to inform you about a critical job opening in our organization for the position of
[Job Title]. Due to [reason for the vacancy, e.g., resignation, expansion, etc.], we are seeking a
qualified candidate to fill this role as soon as possible.
The key responsibilities of this position include:
o [Responsibility 1]
o [Responsibility 2]
o [Responsibility 3]
The ideal candidate will possess the following qualifications:
e [Qualification 1]
o [Qualification 2]
e [Qualification 3]

If you know of any potential candidates, please encourage them to apply by [application process
details]. The deadline for application submissions is [apply by date].

Thank you for your attention to this important matter. Your assistance in filling this critical
position will be greatly appreciated.

Best regards,
[Your Name]

[Your Job Title]
[Your Contact Information]



