
SAMPLE NEW EMPLOYEE ANNOUNCEMENT E-MAIL TEMPLATE

I am pleased to introduce you to our newest employee.  Employee Name has accepted our offer to join us as an Job Title. His/Her first day is DOH. Please join us at 10:00 am in the Conference Room for coffee and breakfast treats to meet Employee Name and welcome him/her. 
Employee Name has XXX years of experience in (responsible roles within function). In (his/her) most recent position, (Employee Name) (describe most recent role) for (Company Name). (His/Her) experience is enhanced by (his/her) (Degree(s)) in (Major(s), or other appropriate information). 

As the Job Title, EE Name will be responsible for XXXXXXXXXXX. His/Her responsibilities include the following:

Thanks for joining me in welcoming XXXX to the team.

Regards,

Manager Name 

