To
[The Recipient]
Dear staff members,
Hello everyone. Let us accompany me in welcoming Mr. John to our company. He has accepted a job offer that our company has given to him and now he will join us as a new teammate on 22nd February. He has appointed the director for the post-marketing assurance. We are hopeful that he will pave more way to success with his superb efforts.
He has the experience of working in the concerned department since his college days in Amsterdam. He used to put great effort and hard work into each role assigned to him. It is a matter of great pleasure that he is joining us. He has also worked in Infosys Company for about ten years, but that company offers different kinds of work. Instead of all this, he will have no problem adjusting to our company as he has done a brilliant job in the past. He has acquired his degree in management sciences from Amsterdam University. He is also an expert in many other methodologies. He has worked on many projects in the previous company.
In his spare time, John loves to read books and gives classes to disable children at ABC Academy. His main aim is to serve mankind selflessly. He has also traveled to many countries across the world and writes all his experiences. John’s office will be on the 3rd floor opposite to entrance hall. He will be briefed about the kind of work that he is supposed to do, and Mr. Ralph will provide him account details of it. The lunch will be organized for Mr. John where you all are cordially invited. I hope that you will welcome him warmly and will assist him in every possible way. Thank you.
Regards,
Martin Klein
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