
Invitation to Employee Skill Development 

Workshop 

Dear [Employee Name], 

We are excited to invite you to participate in our upcoming Skill Development Workshop 

scheduled for [Date] at [Time]. The workshop will take place at [Location]. 

This workshop is designed to enhance your skills in [specific skills/topics], and we encourage 

your active participation. The session will be led by [Instructor/Trainer Name], who brings a 

wealth of experience in the industry. 

Please confirm your attendance by [RSVP Date]. If you have any questions, feel free to reach out 

to [Contact Information]. 

We look forward to seeing you there! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


