To
[The Recipient]
[Designation]
[Department]
I am glad to announce that Mr. Ahmed who has been working with us for ten years as a clerk is successfully promoted to the post of Junior Manager with effect from 21-Sep-20XX. As he has shown great effort in his career, the HR department has decided to promote him.
First, thank you for being a part of us. Secondly, I congratulate you on your brilliant success. Now your new duties would be the following:
1. To monitor and manage inventory on MS Excel.
2. To supervise the work of non-management employees.
3. To co-supervise the new management projects with the manager.
4. To handle clients and public relations
5. To schedule and re-schedule the duty timings of the employees.
6. To oversee the day-to-day operational matters.
7. To report to the general manager.
Kindly report on duty from 21-Sep-20XX sharp at 9:00 am and make sure that you wear the proper dress code as per your designation. I hope that you will show the same dedication in your new post as you have showcased in your previous role.
Moreover, your salary package has also been revised, you will be informed about the raise by the HR department via email. If you have any further questions, you may contact the Human Resources department.
Many congratulations to you once again for the new post. Best wishes for the future.
Regards
[Name]
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