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Announcement of New Employee Joining
To:

[Recipient name]

From:

[Your name]

Date:

[……]

Subject:
[New Employee joining on (date) – (Name & Position)]

I am very pleased to announce that [new employee name] is joining our organization on [joining date] as a [posiiton title].

· [Give information about the new employee’s qualifications & professional history] 
[Write about his/her education and the companies he/she has worked with].

I request you all to please welcome [new employee name] to our company]!
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