
In-House Job Opportunity 

Dear [Employee's Name], 

We are excited to announce an exciting job opportunity within our team. We believe that your 

skills and experience make you a great fit for the role of [Job Title] in the [Department Name]. 

The [Job Title] position involves the following responsibilities: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

If you are interested in exploring this opportunity, please submit your application and resume by 

[Application Deadline]. 

We look forward to your response! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


