[image: image1.png]



Direct Promotion Announcement Template

Subject Line:  Internal Job Opportunity:  <Position Title>, <Position Number>
Message Text:

Job Title:                                       

Position Number:                

Rate of Pay:

Hours:

Application Deadline:  

Job Description/Qualifications:  Attach link to online job specification

Application Instructions:  All internal employees are required to apply for current openings through myHR.  To access the careers site, click Self service and then Careers.  Please notify <insert name of hiring manager> of your application. 

