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Write an e-mail (40-60 words) to a new colleague telling her or him about yourself. Use some 

of these topics to help you. 

• company/college 

• live 

• nationality 

• enjoy/do not enjoy 

• married/single 

• work 

• hobbies/job 

• name 

Also use simple present tense and the vocabularies that have been covered in the three units. 

 

Deer Sara, 

 

It is  my pleasure to welcome you to our staff . I am Rayan Salem the restaurant manager . I am from 

Yemen I was born in Saudi Arabia . I am single . cooking is my favorite hope, I am a very good cooker. I 

do not really like noisy places because I am a quiet person.  

 

I am so excited to meeting you in your first day . 

Best regards, 

Rayan 
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