Date:
To
[The Recipient]
[Company Name]
Subject: Announcement of joining of Mrs. [X] as a new company nurse
Dear All,
It is hereby announced that Ms. Parker has joined us as our new company nurse in the medical care department. She will report directly to our chief medical officer, Mr. Arnold, and assist him in overseeing all the medical-related functions.
We are happy to find Ms. Parker as our nurse who has more than 15 years of experience in the same capacity at various renowned hospitals. She is excellent at managing emergency cases efficiently. Her expertise is exactly what we need at Stars Marketing Company. She will be responsible for maintaining employees’ medical files, providing good medical care to staff members, and help them prepare their medical bills.
She is supposed to join the company on upcoming Monday. You all are requested to offer her a warm welcome upon her arrival. Please offer her your support so as to make her familiar with the company. We will be having a small welcome party this Monday to make her arrival a memorable event. Your presence on said occasion will highly be appreciated.
Regards,
Adam Smith
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