
Job Vacancy Notification 

Dear [Recipient's Name], 

We are pleased to announce that we have a job vacancy for the position of [Job Title] in our 

[Department/Team]. 

Job Description: 

[Brief description of the job responsibilities] 

Qualifications: 

• [Qualification 1] 

• [Qualification 2] 

• [Qualification 3] 

If you are interested, please submit your application by [Application Deadline]. 

We look forward to your application. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


