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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. 

 

Greetings, 

I hope this E-mail finds you well, I would like to introduce myself to you, my name is Nawaf 

Aljohani and I’m a Production Planner at Production Planning Department. My job is to ensure 

smooth operations throughout the production and distribution life of a given products also 

monitoring production rates and tankage inventories. However, I’m married with two kids 

Hassan and Jood. I love the outdoors and enjoy going for hikes during the weekends. 

Sometimes I swim on the weekdays because swimming keeps me fit and healthy. I seldom go 

to Cinema and I never listen to rock music. 

I just want to say hello and welcome aboard. You are a great addition to our company, and I’m 

looking forward to getting to know you more in the coming days.  

I see a bright future for you. Good luck, and all the best. 

Best Regards, 

Nawaf 

 


