[Company Logo]   [Company Name]
EMPLOYEE INTRODUCTION EMAIL
Subject: Please welcome [Employee Name], our new [Designation]
To: [Team Distribution List]
Cc: [Employee Name], [HR Name]
Dear Team,
I am pleased to introduce [Employee Name], who joins us today as [Designation] in the [Department] team, based at [Work Location].
[Employee Name] brings [Number] years of experience in [Field], most recently with [Previous Employer] where they worked on [Key Area]. In this role, [Employee Name] will be responsible for [Responsibility 1] and [Responsibility 2], and will work closely with [Colleague Names / Teams].
Over the next few weeks [Employee Name] will be meeting many of you as part of their induction. Please make time to say hello, share how your work connects with theirs and help them find their way around. [Buddy Name] will be their buddy for the first two months.
[Employee Name] can be reached at [Email ID].
Please join me in giving [Employee Name] a warm welcome.

	______________________________
Regards,
[Reporting Manager]
[Designation]
[Company Name]
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