
Justification for Hiring a New Team Member 

Date: [Insert Date] 

[Manager's Name] 

[Manager's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Hiring Committee/Decision Maker's Name], 

I am writing to formally justify the need for hiring a new team member for the 

[Team/Department Name]. Over the past [duration], our team has experienced significant growth 

in responsibilities and workload, which has impacted our ability to meet project deadlines and 

maintain the quality of our deliverables. 

Current Situation: 

Our team currently consists of [number] full-time employees. Due to recent projects such as 

[briefly describe projects], we have struggled to maintain productivity levels. This increase in 

workload is projected to continue as we take on new clients and expand our services. 

Impact of Not Hiring: 

Failing to add a new team member could lead to [describe potential negative outcomes, e.g., 

burnout, missed deadlines, decreased quality]. Additionally, this might result in [impact on team 

morale or company reputation]. 

Proposed Position: 

I propose hiring a [Job Title] who will be responsible for [briefly outline responsibilities]. This 

hire will enable us to [explain how the new hire will benefit the team and company]. 

Budget Considerations: 

While there is a financial commitment associated with this hire, the potential return on 

investment from enhanced productivity and the ability to take on additional projects justifies this 

decision. 



In conclusion, I believe that hiring a new team member is essential for sustaining our current 

success and supporting our future growth. I look forward to discussing this proposal further. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


