
Workforce Planning and Recruitment 

Alignment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing effort to optimize our workforce 

planning and recruitment strategy, I wanted to align our goals and discuss the essential steps 

moving forward. 

Our recent analysis has highlighted several key areas where recruitment efforts can better 

support our strategic goals. Specifically, we should focus on: 

• Identifying skill gaps within our current workforce. 

• Developing job descriptions that accurately reflect our needs. 

• Enhancing our recruitment channels to attract top talent. 

To ensure we are all on the same page, I propose a meeting where we can discuss these matters 

in detail and align our recruitment strategies with our workforce planning initiatives. Please let 

me know your availability for next week, and I will arrange a suitable time for all involved. 

Thank you for your attention to this important matter. I look forward to your reply and to 

collaborating closely on our workforce strategy. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Email] 

[Your Phone Number] 


