
Team Announcement 

Date: [Insert Date] 

To: All Staff 

From: [Your Name]  

[Your Job Title]  

[Company Name] 

Dear Team, 

We are excited to announce that a new member will be joining our workforce. Please welcome 

[New Member's Name] who will be assuming the role of [Job Title] starting on [Start Date]. 

[New Member's Name] comes to us with [brief background or experience related to the role]. We 

believe that their skills and expertise will be a valuable addition to our team. 

Please take a moment to introduce yourself to [New Member's Name] and help them feel at 

home here at [Company Name]. 

Thank you for your support, and we look forward to working together to achieve our goals. 

Best regards, 

[Your Name]  

[Your Job Title] 


