Sample / example new employee introduction letter
To: departments and people related.

From: John Send
HR Manager,
FANDA GROUP

Date:

Sub: Introduction for new employee
Dear all of you,

I would like to introduce Mr John Tan who will be joining your company from today at position of corporate sales manager.

His educational qualifications and experience are highly satisfactory. He is a very hard-working and sincere person who would be a great asset to your team.

Mr John Tan holds an ______ Degree from University of ______ and has an experience of around 5 years experience of sales managers with Microsoft corporation.

We look forward to your support and cooperation to Mr. John Tan in his current assignment and wish him a happy association with the FANDA GROUP Family .

Regards ,

With Best Wishes,
Sincerely,

John Send
HR Manager

