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Send to: New hire’s team/department/school/unit (the target audiences may differ in scope based on local preferences and practices). This can be done via an email. 

Timing: Ideally, in the week prior to the new hire’s start date; no later than the new hire’s first day on the job

Purpose: New hire introduction

Instructions: Fill in the brackets with accurate information. For the second paragraph, write a short bio that includes recent work experience, relevant degrees, and any personal details the new hire wants to share. Add a photo if you have one. Make the message personal by using the new hire’s first name rather than “he” or “she” too much.

Text to modify: Please welcome [New hire’s full name], who will be the [job title/role] in [name of region/department/research station]. [New hire’s first name] joins our team on [new hire’s start date].

New hire’s first name] recently worked as [enter position name; e.g., a web designer]. [New hire’s first name] has a master’s degree in Agribusiness from [University Name]. In [New hire’s first name] spare time, their favorite activities [enter any personal information your new hire wishes to share, such as: hiking, dog walking, and volunteering].

We are thrilled that [New hire’s first name] is joining our team. Please stop by to introduce yourself and welcome [New hire’s first name] to the LSU AgCenter. Their direct contact information can be found below.  [enter physical work location, email and phone number].

[Insert photo of new hire if available]
Regards,
[your name and contact information]





	

DRAFT June 2023

1 ⚫ 







DRAFT June 2023
image1.jpg




