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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. 

 

Dear Abdullah, 

I will take this opportunity to say greet and welcome you in our Bank. It is my pleasure 

introduce myself to you. I am Ahmed Yahia from Information Technology division – Services 

delivery department, I am 35 years old and married with 2 child, Hams and Omar. Hams is in 

4th grade and Omar is in 1st grade.  

I was joined the bank on 9th of March 2014, as a joiner employee in the same department and 

I got promoted 3 times so now I am Senior Manager.  

I am interested on the technologies market and business development, so I spend many 

hours daily reading blogs and listening podcasts as well to keep myself updated with any new 

technology. 

My colleagues and I are very excited and looking forward to seeing you in our weekly 

meetings and regular gatherings.  

 

Best Regards,  

Ahmed Yahia 
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