２－４　人事異動
１　定型パターンの表現
人事異動のお知らせ
◇We wish to announce the promotion of Mr. Alex Garcia to the position of account 

manager.

◇We would like to announce that Mr. Adolf Collins has been promoted to sales 

manager.

◇We are pleased to inform you that Mr. Evan Pearl has been appointed as

vice-president.

◇We are pleased to announce the appointment of Ms. Mary Bennett as CEO.

異動の挨拶
◇I will be transferred to the accounting department, effective as of April 1st. 

◇I would like to inform you of my transfer to the Paris office as of January 1st.

◇Brad will take over my duties.

◇Harry will take over my responsibilities.

◇My replacement will be Mr. George Perez.

◇I have enjoyed working with you over the last couple of years.

◇I hope to have the opportunity to work with you again.

◇Thank you very much for your assistance during the past five years.

新任者の紹介
◇Mr. Steve Lewis has joined us as section chief, overseas department as of today.

◇We are pleased to announce the appointment of Ms. Nancy Robinson as sales 

manager.

◇We are pleased to welcome Ms. Samantha Ross as our newest staff member.

退職・辞職の挨拶
◇I would like to announce my retirement with my last day of work on March 31, 2012.

◇I am writing to inform you of my resignation, effective June 30, 2012.

２　人事異動のお知らせ・異動の挨拶のEメール
例１　人事異動のお知らせ
We would like to announce that Mr. Aaron Edwards has been promoted to the position of marketing director, effective as of April 1, 2015. His hard work and determination have led to his promotion. His predecessor, Mr. Chris Martin, has been transferred to the position of sales manager. 

例２　異動の挨拶
I will be transferred to the human resource department as section chief as of January 1st. Mr. Donald Phillips will take over my position. Again thank you very much for all your support over the last several years. I hope we will have the opportunity to work together again.

言い換え表現
１．We are pleased to announce the promotion of Mr. Aaron Edwards to the position of 

marketing director, as of April 1, 2015.

２．My successor will be Mr. Donald Phillips.
３．I look forward to the opportunity to work with you once again.

発展表現
１．Mr. Arnold Wood has been promoted to president from vice-president, and with that 

change, Mr. Brad Butler has been promoted to vice-president.

２．Ms. Brenda Roberts has been promoted to branch manager in recognition of her diligence and leadership.

３．I would like to take this opportunity to thank my colleagues.

４．I will be transferred to the financial department, and Ms. Caroline Bell will take over my responsibilities.

単語に注目
１．This contract becomes effective upon the signing of both parties.

２．He gave me some good advice on how to make an effective presentation.

３．This drug is considered to be effective in the treatment of hypertension.

