
Updated Job Responsibilities 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager/Supervisor Name] 

Subject: Updated Job Responsibilities 

Dear [Employee Name], 

We are writing to inform you about an update to your job responsibilities as part of our ongoing 

efforts to align roles with our organizational goals. 

Updated Responsibilities: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

• [Responsibility 4] 

Please review the updated responsibilities and feel free to reach out if you have any questions or 

need further clarification. 

Thank you for your continued hard work and dedication. 

Sincerely, 

[Your Name] 

[Your Position] 


