
[Your Company Letterhead] 

[Date] 

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

Subject: Job Vacancy Announcement for [Position Title] 

We are excited to announce that we have an open position for [Position 

Title] at [Company Name]. We are looking for a highly motivated and 

skilled individual who is passionate about [briefly describe the job 

field or industry] to join our team. 

**Position Title:** [Position Title]  

**Department:** [Department Name]  

**Location:** [Company Location]  

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

**Key Responsibilities:** 

- [Responsibility 1] 

- [Responsibility 2] 

- [Responsibility 3] 

- [Additional responsibilities as needed] 

**Qualifications:** 

- [Qualification 1] 

- [Qualification 2] 

- [Qualification 3] 

- [Additional qualifications as needed] 

**Application Process:** 

To apply for this position, please submit your resume and a cover letter 

detailing your qualifications and experience to [application email or 

link]. The application deadline is [application deadline date]. 

We look forward to hearing from qualified candidates who are eager to 

contribute to our dynamic team. 

Thank you, 

[Your Name]  

[Your Job Title]  

[Company Name]  

[Contact Information]  

[Company Website]  

[Optional: Attach Job Description or Company Brochure] 


