
Career Opportunity Letter 

Date: [Insert Date] 

Dear [Employee's Name], 

We are pleased to inform you that based on your outstanding performance and commitment to 

excellence, we have identified an enhanced career trajectory opportunity for you within our 

organization. 

This new role as [New Position Title] will not only allow you to take on greater responsibilities 

but also provide you with exposure to [mention relevant projects, departments, or tasks]. We 

believe this transition will significantly contribute to your professional growth and our team's 

success. 

To discuss this opportunity further, we would like to schedule a meeting with you. Please let us 

know your availability for the following week. 

Congratulations once again on this well-deserved opportunity. We look forward to your 

continued success. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


