
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Recruitment Opportunity for [Position Title] 

We are pleased to inform you that we are currently seeking candidates for 

the position of [Position Title] within [Department/Team] at [Your 

Company Name]. This role is crucial to our ongoing commitment to [briefly 

describe the purpose of the role or team, e.g., "enhancing our customer 

service" or "driving innovation in product development"]. 

**Position Details:** 

- **Job Title:** [Position Title] 

- **Department:** [Department Name] 

- **Location:** [Office Location or Remote] 

- **Employment Type:** [Full-time/Part-time/Contract] 

- **Salary Range:** [Optional, if applicable] 

**Key Responsibilities:** 

- [Responsibility 1] 

- [Responsibility 2] 

- [Responsibility 3] 

- [Responsibility 4] 

- [Responsibility 5] 

**Qualifications:** 

- [Qualification 1] 

- [Qualification 2] 

- [Qualification 3] 

- [Qualification 4] 

- [Qualification 5] 

We believe that [Your Company Name] offers an excellent opportunity for 

professional growth and development, and we welcome candidates who are 

passionate and enthusiastic about [briefly reiterate company mission or 

values related to the position]. 

If you would like to apply or recommend someone for this position, please 

send a resume and cover letter to [Contact Email] by [Application 

Deadline].  

Thank you for your assistance in helping us find the right candidate for 

this vital role. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


