To,

Robert Mathews

Junior Sales Manager

Dawson Group of Companies

A-45, second floor, Modern tower,

Pearl Avenue, Birmingham

Date: 8th July 2014

Subject: Job letter of introduction

Dear Mr. Mathews,

I, Greg Black, the Department head of Sales am writing this letter to you to welcome you to this company as a Junior Sales Manager for the North Region of Birmingham. The entire Sales team is very glad to have you onboard and we hope that this association goes well and goes on for long.

I would first like to inform you that the sales department has a workforce of 21 employees, including managers, field workers and executives. You will be handling the field employees and trying to get in more clients towards our products. As you must already know, you shall be working in from the cabin in the department floor. Mr. Fred Summers is the Senior Sales Manager and would be the one who you would have to report to.

I hope everything is clear to you but if there is anything you need to know, feel free to contact me personally.

Hoping to have a good working relationship

Thanking you

Greg Black
