
Quick Internal Announcement Message

Subject: Quick Update â€“ [Employee Name]'s New Role

Hi Team,

Just a quick update: [Employee Name] has taken on the position of [New Position] starting [Date].

Congrats to them, and letâ€™s support them in this new journey.

Thanks,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/new-job-or-position-announcement-letter


