
	From:
	People Manager


	To:
	Team/People Managers/Key Internal Stakeholders/SLT

	Subject:
	Welcome to TEG – Employee Name

	
Hi Team,
Today we welcome ‘employee name’ to the ‘department’ team in the role of ‘position title’ in the ‘location’ office.’ ‘Employee name’ has joined TEG from (insert career history) and has a strong background in (detail what employee will bring to the role, skills).
‘Employee name’ role here will focus on (discuss job responsibilities/work projects etc) and they will report to ‘people manager name’ in ‘department.’ Over the next few weeks I have organised for the employee to meet with key stakeholders to understand our company.
‘Employee name’ first day is today, so please take the time to introduce yourself and welcome them to the team.
Kind Regards






