Notification for Professional Skills
Enhancement Session

Dear [Employee's Name],

We are pleased to inform you that a professional skills enhancement session has been organized
to help you develop and strengthen your skills in your current role.

Details of the Session:

Date: [Date]

Time: [Start Time] - [End Time]
Venue: [Location/Online Link]
Facilitator: [Facilitator's Name]

This session will cover the following topics:

e [Topic1]
e [Topic 2]
e [Topic 3]

Please confirm your attendance by replying to this email by [RSVP Date]. We look forward to
your participation in this valuable session.

Best regards,
[Your Name]

[Your Job Title]
[Your Company]



