Position Availability Notice

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Position Availability Notice for [Job Title]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally notify you about the availability of a
position within our organization for the role of [Job Title]. This position is crucial for our
ongoing projects and overall success.

The details of the position are as follows:

Job Title: [Job Title]

Department: [Department Name]

Location: [Location]

Employment Type: [Full-Time/Part-Time/Contract]
Application Deadline: [Deadline Date]

We encourage qualified candidates to apply for this position. For further information, please feel
free to reach out or visit our careers page at [Website URL].

Thank you for your attention.
Sincerely,

[Your Name]

[Your Title]

[Your Company]

[Your Contact Information]



