[Company Logo]   [Company Name]
NEW TEAM MEMBER ANNOUNCEMENT
	Notice No.:
	[Reference Number]

	Date:
	[Date]

	To:
	All Employees, [Company Name]

	From:
	[HR Name], HR Department



Please Welcome [Employee Name], [Designation]
We are happy to announce that [Employee Name] has joined [Company Name] as [Designation] in the [Department] team, effective [Date of Joining]. [Employee Name] will be based at [Work Location] and will report to [Reporting Manager].
About [Employee Name]
[Employee Name] brings [number] years of experience in [function / industry], most recently at [Previous Company] where they worked on [one or two areas]. In this role, [Employee Name] will focus on [key responsibility] and will work closely with the [team names] teams.
Something You May Not Know (shared with consent)
[Fun fact or hobby, for example: is a keen cricketer and has run two half-marathons.]
Say Hello
Please drop by [floor / bay] or send a message on [chat tool] to welcome [Employee Name] to the team. [Buddy Name] is the buddy for the first few weeks.
Let us all make [Employee Name] feel at home.

	______________________________
[HR Name]
HR Department
[Company Name]
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