Introduce New Employee with Qualification Summary [Replace with company letterhead]
Dear employees;
  

I am pleased to introduce _________________, [name of new employee] who is joining us in the role of _________________. [position at the company]
  

_________________ [name of employee] will bring extensive experience to this job. _________________. [Bit more information regarding the value of the new employee]
  

I hope you will all welcome _____ [him/her], and help to make ____ [him/her] feel at home here at _________________. [company name]
  

Sincerely, 

  

  

  

_________________ [title and name]
_________________ [signature]
