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Sample New-Hire Announcement
Customize the below sample to meet the needs of your new-hire announcement. Text in blue should be adjusted based on the position and the person hired.




Newly Hired Team Member
Dear <Client>,

We work as a team at FIRM NAME, with every individual committed to helping you achieve your financial goals. Each member of our team has a role to play, and I am excited to share that Jane Doe will be joining us in the role of Administrative Assistant. 

With this expansion to our team, not only will we be able to continue to provide the same level of professionalism and advice you’ve grown accustomed to, but also Jane will become responsible for ensuring that your day-to-day service needs are met.

Jane earned her bachelor’s degree from the University of Learning in 1998 and comes from FIRM NAME, where she worked in a similar role delivering exceptional client service. In her personal time, Jane loves volunteering with the Humane Society, running half-marathons and spending time with her two dogs, Sonny and Cher.

We’re excited to see her apply her experience, education and passion for helping others here at FIRM NAME.

I hope that you will join me in welcoming Jane Doe to your team as we work together to help you reach your financial goals.

Warmest regards,


Adviser Name
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