
Job Opportunity Announcement 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Sender's Name] 

Subject: Job Opportunity for [Position Title] 

Dear [Recipient's Name], 

We are excited to announce a job opening for the position of [Position Title] at [Company 

Name]. We believe that your skills and experiences align well with the requirements of this role. 

Job Details: 

• Position: [Position Title] 

• Location: [Location] 

• Salary: [Salary Range] 

• Type: [Full-Time/Part-Time/Contract] 

Responsibilities: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

Qualifications: 

• [Qualification 1] 

• [Qualification 2] 

• [Qualification 3] 

If you are interested, please submit your application by [Application Deadline] to [Contact 

Email]. 

Thank you for considering this opportunity with [Company Name]. We look forward to your 

application. 

Sincerely, 

[Sender's Name] 



[Sender's Position] 

[Company Name] 

[Contact Information] 


