Introduction Letter

Dear Team,

| am excited to introduce myself as the new manager of [Department/Team Name]. My name is
[Your Name], and I look forward to working with each of you as we strive to achieve our goals
together.

With a background in [Your Background/Experience], | believe my skills will complement our
team's strengths and help us to enhance our performance. | am committed to fostering a positive
and productive work environment where everyone's contributions are valued.

| plan to meet individually with each of you in the coming weeks to learn more about your roles
and how | can support you. Please feel free to reach out to me at [Your Email] if you have any
immediate questions or concerns.

Thank you for your warm welcome. | am looking forward to our journey ahead!
Best regards,

[Your Name]

[Your Job Title]

[Company Name]
[Your Phone Number]



