Sample Job Offer Letter

Funds Administrator Name 

Funds Administrator Address

 

Date

 

Name of Candidate

Address

 
Dear ___________________ (candidate’s name),
I am pleased to offer you part time employment as a Support Worker for _______________________ (individual’s name). A detailed job description is attached to this letter for your reference. This position will begin on _______________________ (date).  The hours of work are ______ for a total of ______ hours per week at a rate of $______ per hour. 

 

You are required to ensure you obtain a Criminal Record Check and a Vulnerable Sector Check before the first day of work. 

 

If you agree to accept this offer of employment, please sign and return one copy of this letter to us.

 

I look forward to working with you.

 

Sincerely,

Funds Administrator Signature

Funds Administrator Name

 
____________________________________
Employee Name

____________________________________

_____________________
Employee Signature





Date
