
Updated Job Duties Outline 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager Name] 

Subject: Updated Job Duties 

 

Dear [Employee Name], 

We are writing to inform you of the updated job duties for your position as [Job Title]. These 

updates are in alignment with our organizational goals and improvements in efficiency. Please 

find the revised duties outlined below: 

Updated Job Duties: 

• Responsibility 1: [Description of responsibility] 

• Responsibility 2: [Description of responsibility] 

• Responsibility 3: [Description of responsibility] 

• Responsibility 4: [Description of responsibility] 

• Responsibility 5: [Description of responsibility] 

We believe these changes will enhance your role and contribute positively to our team. If you 

have any questions regarding these updates, please feel free to contact me. 

Thank you for your continued hard work and dedication. 

Sincerely, 

[Manager Name] 

[Manager Title] 

[Company Name] 

[Contact Information] 


