To
[The Recipient]
[Designation]
[Department]
I am pleased and honored to inform you that you have been successfully promoted from Lecturer to Assistant Professor with effect from 10-Jan-20XX. Due to your diligent efforts and hard work, finally, you have achieved your goal.
Moreover, you have also been selected as a batch advisor for our new intake. I truly appreciate your dedication to your work and today is the day of celebration for you.  Following are the new duties that you will be fulfilling in the future.
1. Working on research articles.
2. Attending departmental meetings.
3. Providing support to professors and other faculty members.
4. Representing the University at different academic Conferences.
5. Maintaining the discipline of department.
6. Help and train the new faculty members.
7. Publishing at least one research paper in an HEC approved journal (X, Y or Z category)
8. To advice and counsel your batch (new-intake spring 20XX)
9. To keep record of all the meeting held with the batch and reporting it back to me in form of minutes of the meeting.
10. To enroll students of your batch into their respective courses.
Kindly report on duty from 10-Jan-20XX at 9:00 A.M. I hope you will work hard in the future same as you have done in the past. If you have any further queries related to your new post, you can contact me on [X] number. Moreover, you can also send messages via email.
I hope you will not let me down for this decision that I made for you. I would like to say good luck to you in the future.
Regards.
[Name]
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