신입 사원 취임 통지
Dear Ms. Spector,

   I’m writing to discuss the new employee with you.

   I’ve learnt from the human resources department that Sophia Brown will

work as the executive secretary. She will come to work at nine o’clock next

Monday. There will be a three-month probation period for her. It all depends

whether she could be qualified for the job.

   You should introduce to Sophia Brown the routine duties, as well as her

salary and benefits, when she reports to you. However, according to your

schedule, you should host a regular meeting then. So I wonder if you could

agree to ask Nicole Miller to talk with Sophia Brown instead.

   I’m looking forward to your reply at your earliest convenience.

Best regards,

Catherine Wallis
