Letter to Community Requesting Help in Hiring


PRINT ON EXTENSION LETTERHEAD
Date

Name

Address

City, State, Zip
Dear name:

We’d like your help in hiring the right person to work with you and others in the community.  The UW Cooperative Extension in ___name______ County has a position open for a Nutrition Educator in the Wisconsin Nutrition Education Program. We’re looking for someone to teach nutrition and food budgeting programs to individuals and families living on limited economic resources.    

I have enclosed a copy of a position announcement that describes the job. Feel free to make copies and post it. If you know people who might be a good match for this job, encourage them to apply. We are especially interested in persons who have had community experience working with limited income families—either volunteer or paid.  

Applications are available by calling phone number.  The deadline for applications is __date__.

Please note: This position requires a criminal records review prior to employment. 

If you have any questions about this position or suggestions for recruitment, please give me a call.  

Thank you for you help.

Sincerely,

Your name

Your title
Enclosure: position announcement

