
4 New Employee Announcement
Email Template

Welcome aboard email template

Subject: Welcome to the Team, [New Employee Name]!

Hi [New Employee Name],

On behalf of the entire team at [Company Name], I'm thrilled to officially welcome you

aboard! We're all incredibly excited to have you join us.

We know starting a new job can be a bit overwhelming, so we want to make your first few

days as smooth as possible. Here's some information to help you get settled in:

Your Start Date: [Start Date]

Your Reporting Manager: [Manager's Name]

First Day Agenda: [Briefly outline the first-day schedule, e.g., orientation, team

introductions, setting up your workspace].

Important Documents: [Mention where to find important documents like employee

handbook, benefits information, etc.]

In the meantime, if you have any questions before your start date, please don't hesitate to

reach out to me or [HR Contact Person] at [HR Contact Email Address] or [HR Contact

Phone Number].

We're all looking forward to working with you and seeing the amazing things you'll bring

to [Company Name]! Get ready for an exciting journey!

Best regards,

[Your Name] [Your Title] [Company Name]

New team member announcement email template

Subject: Welcome [New Employee Name] to the Team!

Hi Team,

I hope this message finds you well. I'm excited to announce that [New Employee Name] is

joining us as our new [Job Title] starting [Start Date].

[New Employee Name] comes to us with a background in [briefly mention relevant

experience or skills], and we believe they will be a great addition to our team.

Here’s a little more about [New Employee Name]:

Hobbies/Interests: [Hobby/Interest 1], [Hobby/Interest 2]

Fun Fact: [Fun Fact]

Please join me in welcoming [New Employee Name] to the team. Feel free to reach out

and say hello, and make sure to include them in any team activities or coffee breaks.

Looking forward to all the great things we will achieve together!

Best,

[Your Name] [Your Job Title]

Executive new hire announcement email template

Subject: Exciting News: Introducing [New Executive's Name] as [New Executive's Title]

Dear Team,

We're thrilled to announce the addition of [New Executive's Name] to our leadership team

as our new [New Executive's Title], effective [Start Date].

[New Executive's Name] brings a wealth of experience in [mention key areas of expertise -

e.g., strategic planning, product development, marketing]. Previously, they held the

position of [Previous Role] at [Previous Company], where they [mention a key

accomplishment or two].

We are confident that [New Executive's Name]'s expertise and leadership will be a great

asset to our company as we continue to [mention company goals - e.g., innovate, expand

our market share, improve customer satisfaction].

[He/She/They] will be responsible for [briefly list key responsibilities].

Please join us in extending a warm welcome to [New Executive's Name]. [He/She/They]

will be based in [Location] and can be reached at [Email Address] and [Phone Number

(Optional)].

We're excited about the future and the contributions [New Executive's Name] will bring.

Best regards,

[Your Name/HR Department]

[Your Title]

[Company Name]

Internal transfer announcement email template

Subject: Exciting News: [Employee Name] Joins [New Team] as [New Role]!

Hi Team,

Get ready to give a warm welcome to [Employee Name] as they transition to a new role

within Adaface! [Employee Name] will be joining the [New Team Name] team as our new

[New Job Title], starting on [Start Date].

[Employee Name] has been with Adaface for [Number] years/months, previously serving as

our [Previous Job Title] in the [Previous Team Name] team. During their time in that role,

they [mention 1-2 key accomplishments or contributions. Be specific! For example: "played

a key role in launching our new integration with X platform" or "significantly improved

customer satisfaction scores by implementing Y initiative"]. We are thrilled to see them

grow and take on this new challenge.

In this new role, [Employee Name] will be responsible for [briefly describe 2-3 key

responsibilities]. Their skills and experience in [mention relevant skills] will be a great asset

to the team.

Please join us in congratulating [Employee Name] and offering your support as they settle

into their new position. Feel free to reach out to them directly at [Employee's Email

Address] or connect with them in the [New Team Name] channel on Slack.

We're excited about this next chapter for [Employee Name] and for Adaface!

Best regards,

[Your Name/HR Department]

Optional additions:

A brief quote from the employee about their excitement for the new role.


