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Hi [department name] team,
I’m excited to announce that [full employee name] will be joining us as [job title] on [start date.]
[Employee first name] comes to us from [company name/university name] where they [worked as/studied] [employment or academic background.]
[Employee first name] will be working in our [department name/team name] and responsible for [job description/job responsibilities.]
Please welcome [employee name] to LCC!

Example 2:
Dear [department name] team,
I’m delighted to announce [New Employee’s Name] as the newest member of our team [department name/team name]! [New Employee’s Name] will be joining us on [start date] as [position], and we couldn’t be more thrilled to have them on board.
[New Employee’s Name] comes with an exceptional background in [mention relevant experience] and is eager to contribute to the growth of our team.
We will be scheduling meetings and introductions, so please make sure your calendar is up to date. 
We believe that [New Employee’s Name]’s unique skills and fresh perspective will add tremendous value to our team.
Let’s make sure we extend a warm welcome to [New Employee’s Name] and help make them feel at home! 
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