Job Opportunity: [Job Title]
Dear [Staff Name],

We are excited to inform you about a new job opportunity within our organization for the
position of [Job Title] in the [Department]. We believe your skills and experience align well
with the requirements of this role.

Here are some details about the position:

e Location: [Location]
o Salary: [Salary]

o Responsibilities: [Brief overview of responsibilities]
e Requirements: [Brief overview of requirements]

If you are interested in applying, please submit your resume and cover letter by [Application
Deadline] to [Contact Email].

We encourage you to take advantage of this opportunity to further your career with us.
Best regards,

[Your Name]

[Your Job Title]

[Company Name]
[Company Contact Information]



