
Hiring Notice for Internship Program 

Date: [Insert Date] 

To Whom It May Concern, 

We are pleased to announce that [Company Name] is now accepting applications for our 

Internship Program. We are seeking motivated and passionate individuals to join our team and 

gain valuable experience in [specific field or department]. 

Internship Details: 

• Position: [Internship Title] 

• Duration: [Duration of Internship, e.g., 3 months] 

• Location: [Office Location or Remote] 

• Compensation: [Paid/Unpaid] 

Responsibilities: 

[Briefly outline primary responsibilities or projects the intern will be involved in.] 

Qualifications: 

We are looking for candidates who meet the following criteria: 

• [Qualification 1] 

• [Qualification 2] 

• [Qualification 3] 

Application Process: 

Interested candidates should submit their resume and cover letter to [Contact Email] by 

[Application Deadline]. 

We look forward to receiving your applications! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 



[Company Contact Information] 


