
Invitation to Skills Advancement Workshop 

Dear [Staff Member's Name], 

We are excited to announce a Skills Advancement Workshop designed to help you enhance your 

professional abilities and grow within our organization. The workshop will cover various topics 

that are crucial for your development and contribute to our team's success. 

Workshop Details: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Venue/Room] 

• Facilitator: [Facilitator's Name] 

Please confirm your attendance by [RSVP Date] so we can make the necessary arrangements. 

Your participation is important, and we look forward to seeing you there! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


