
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to submit a job 

description for the [Job Title] position at [Company's Name].  

The key responsibilities and qualifications for this role are as follows: 

**Job Title:** [Job Title]  

**Department:** [Department Name]  

**Reports To:** [Supervisor's Title]  

**Job Summary:**  

[Brief summary of the job purpose and primary responsibilities.] 

**Key Responsibilities:**  

1. [Responsibility 1]  

2. [Responsibility 2]  

3. [Responsibility 3]  

4. [Responsibility 4]  

5. [Responsibility 5]  

**Qualifications:**  

- [Qualification 1]  

- [Qualification 2]  

- [Qualification 3]  

- [Qualification 4]  

- [Qualification 5]  

Thank you for considering this job description. I believe it captures the 

essence of the role and will help in attracting the right candidates. 

Please feel free to reach out if you need any additional information or 

adjustments. 

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Company, if applicable] 


