11. New Employee Announcement

Date ________________________

To:  All Employees

From: __________________________________________

Subject: New Employee

I am pleased to announce that ____________________________________ (new employee name) has joined our staff as a __________________________________________ (job title). 

In his/her new position, ____________________________________ will report to________________________.

Our new employee comes to us from _________________________________ (last employer), where he/she was ________________________________________________ (job title and major responsibilities) and prior to that was ______________________________ (job title and major responsibilities). 

Please join me in welcoming our new employee to our staff and in wishing him/her much success!

