
Internal Job Posting: [Job Title] 

Dear Team, 

We are excited to announce an opening for the position of [Job Title] within our team. This is a 

great opportunity for career advancement and to take on new responsibilities. 

Position Details: 

• Department: [Department Name] 

• Location: [Location] 

• Reports to: [Manager's Name] 

Job Responsibilities: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

Qualifications: 

• [Qualification 1] 

• [Qualification 2] 

• [Qualification 3] 

If you are interested in applying for this position, please submit your resume and a cover letter to 

[HR/Manager's Email] by [Application Deadline]. 

We encourage all employees to consider this opportunity for growth. 

Thank you, 

[Your Name] 

[Your Position] 


