(Sample Position Announcement Cover Letter)

SCSU Letter head








Position

Date

Company Name

Address

City, State, Zip
Dear          :

I would like to request your assistance in making the attached announcement available to members of your organization.
Southern Connecticut State University is an equal opportunity/affirmative action employer with a strong institutional commitment to the achievement of diversity among its faculty and staff.  In that spirit, we are particularly interested in receiving applications from persons of underrepresented groups including women, ethnic minorities, special disabled veterans, Vietnam-era veterans, and persons with disabilities.

Please contact me if you desire any additional information regarding this position.  Your assistance is greatly appreciated.

Please pass this position announcement to anyone who you think might be interested in applying for it.

Sincerely,
Search Committee Chair
Announcement enclosed

