Staff Promotion Opportunity Alert

Dear [Staff Member's Name],

We are excited to inform you of an upcoming promotion opportunity within [Department Name].
We are seeking applications for the position of [Position Title]. This role is essential to our
team's success, and we believe you would be a great fit.

To be considered for this promotion, please review the job description and qualifications outlined
below:

Position Title: [Position Title]
Key Responsibilities:

o [Responsibility 1]

o [Responsibility 2]

o [Responsibility 3]
Quialifications:

o [Qualification 1]

e [Qualification 2]

o [Qualification 3]

If you are interested in applying for this position, please submit your updated resume and a cover
letter to [Contact Person's Name] at [Email Address] by [Deadline Date].

We encourage you to take this opportunity to grow in your career, and we look forward to your
application.

Best regards,
[Your Name]

[Your Job Title]
[Company Name]



