Promotion Announcement Email

Subject: Promotion announcement.

[Mail Content below]

Hi Everybody,

I am very pleased to inform you all that Michael [employee name] is going to be promoted to post of Sr. Research Associate from next month only. He has been one of the most consistent and efficient member in respective department of our company since last 4.5 years and hence the decision has been taken by the senior head Managers. 

Some new responsibilities are going to be added in his role and they are mentioned in the attached file. We really hope that he would be a perfect fit for the provided designation and would prove himself a worthy choice. I request every one of you to value his credential and support him in 

gracing this promoted position. 

Thank you.

Regards,

XYZ

[Company Name/ designation in Company]
