
Simple job announcement message to staff

Subject: Job Announcement

    Dear All,

    Please be informed that [Employeeâ€™s Full Name] has been appointed as [New Position Title],

effective [Date]. We wish them success in this new role.

    Regards,

    [Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/new-job-announcement-letter-to-employees


