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Welcome aboard!
New Joiner Announcement
	Document
	Date
	From
	To

	[Doc ID]
	[Date]
	[Manager name], [Manager job title]
	All staff



Subject: New joiner - [Employee name]
[Company name] is pleased to welcome [Employee name] to the team.
	Name
	[Employee name]

	Role
	[Job title]

	Department
	[Department name]

	Start date
	[Start date]

	Based at
	[Office location]

	Reports to
	[Manager name], [Manager job title]



Please welcome [Employee name] on [Start date] and help them settle into [Department name].
Direct questions about this announcement to [Manager name], [Manager job title].
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