
Workforce Recruitment Announcement 

Date: [Insert Date] 

To all employees, 

We are excited to announce that our company is expanding and we are looking to recruit new 

talent to join our team. We invite you to share this opportunity with your networks. 

Position Available: 

Job Title: [Insert Job Title] 

Department: [Insert Department] 

Location: [Insert Location] 

Job Description: 

[Insert a brief description of the job responsibilities and expectations.] 

Qualifications: 

[Insert required qualifications and skills.] 

Application Process: 

Interested candidates should submit their resume and cover letter by [Insert Deadline] to [Insert 

Contact Information]. 

We appreciate your assistance in helping us find qualified candidates. Thank you for your 

continued support! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


