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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. 

 

Hi Sara, 

Welcome on board. I am Ayman Alkathiri from HR dept. I hope you enjoy working with us. 

I am Yemenis, but I born here in Jeddah. The city is too hot in summer. 

I worked in this company as an Auditor since a year ago, it’s a very nice experience. 

I like reading books and watching movies, What about you? 

 

From this moment you became a member of our family. 

On this occasion, our department plans for a camping trip this Thursday, 

We are excited to have you join us. 

Please, don’t hesitate to contact me directly if you need any help. 

Awaiting your confirmation, 

Best Regards, 

Ayman 


