
Employment Opening Notification 

Date: [Insert Date] 

Dear [Employee's Name], 

We hope this message finds you well. We are excited to announce an opening for the position of 

[Job Title] within our organization. 

Job Title: [Job Title] 

Department: [Department Name] 

Location: [Location] 

Employment Type: [Full-time/Part-time/Contract] 

Deadline for Applications: [Application Deadline] 

We are looking for candidates who have [list key qualifications or skills]. If you are interested, 

please submit your application along with your resume to [Contact Person/Email Address]. 

Thank you for your attention, and we look forward to receiving applications from qualified 

candidates. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


