Staff Position Opening

Date: [Insert Date]
Dear [Insert Recipient's Name],
We are excited to announce an opening for the position of [Job Title] at [Company Name]. As
we strive to enhance our team's capabilities and support our growth, we are looking for a
dedicated individual to join us.
Position: [Job Title]
Department: [Department Name]
Location: [Location]
Responsibilities:
o [Responsibility 1]
o [Responsibility 2]
o [Responsibility 3]
Quialifications:
e [Qualification 1]
o [Qualification 2]
e [Qualification 3]

If you or someone you know might be interested in this opportunity, please submit a resume and
cover letter to [Contact Email] by [Application Deadline].

Thank you for your attention and assistance in finding the right candidate for this position.
Sincerely,

[Your Name]

[Your Job Title]

[Company Name]

[Contact Information]



