
Employee Coaching Session Invitation 

Dear [Employee Name], 

I hope this message finds you well. As part of our ongoing commitment to professional 

development, we are pleased to invite you to a coaching session focused on enhancing your 

software proficiency. 

This session aims to provide you with tailored support and resources to improve your skills in 

[specific software/tools], enabling you to perform at your best and contribute effectively to our 

team. 

Details of the Coaching Session: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location/Link to Virtual Meeting] 

• Duration: [Insert Duration] 

Please let us know if you have any specific areas or questions you would like to address during 

this session. Your input is invaluable in making this coaching effective. 

We look forward to seeing you there and supporting your growth in these essential skills. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


