MEMORANDUM
DATE:
TO: All Employees
FROM: (state your name, post, and department)
SUBJECT: Hiring staff for the (name of the project) project
I am writing to let you know that the Department (name of the Department) is hiring new staff members for the (state name of the project) project.
This is an exciting project that will help you advance your career. It will look good on your CV.
The qualifications of the candidate should be (briefly tell the qualifications here).
The hiring will occur from (state from when till when the hiring will happen). Please contact us directly with your CV. We will be taking interviews with qualified candidates.
Thank you for your cooperation.
[Your Name]
[Designation]
[Company Name]
[Address]
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