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[Company Name]
[Company Address, City, Country]
[Company Phone / Email / Website]
JOB OFFER LETTER
Date: [DD Month YYYY]
[Candidate Full Name]
[Candidate Address]
[Candidate Email / Phone]
Dear [Candidate Full Name],
We are pleased to offer you the position of [Job Title] at [Company Name]. This letter outlines the key terms of your employment. Please review the details below and confirm your acceptance by the date indicated.
POSITION DETAILS
	Job Title
	[Job Title]
	Department
	[Department]

	Reporting To
	[Manager Name / Title]
	Employment Type
	[Full-time / Part-time / Fixed-term]

	Work Location
	[Site / Location]
	Start Date
	[DD Month YYYY]

	Working Days
	[e.g., Mon–Fri]
	Working Hours
	[e.g., 9:00 AM–6:00 PM]



Primary Responsibilities: [Brief summary of key duties]
COMPENSATION & BENEFITS
	Base Salary
	[Amount / Currency]
	Pay Frequency
	[Monthly / Bi-weekly]

	Bonus / Incentives
	[If applicable — specify criteria]
	Leave Entitlement
	[Number of days / type]

	Insurance
	[If applicable]
	Other Benefits
	[If applicable]



ADDITIONAL TERMS
	Probation Period
	[If applicable — length]
	Contract Duration
	[If applicable]



Required Documents: [List any documents the candidate must submit before or on the start date]
ACCEPTANCE
To accept this offer, please sign and return this letter by [Acceptance Deadline]. If you have any questions about the terms above, please contact [HR Contact Name] at [Contact Email / Phone].
We look forward to welcoming you to the team.
Sincerely,
	_______________________________
[Company Representative Name]
[Title]
Date: [DD Month YYYY]
	
	_______________________________
[Candidate Full Name]
Signature
Date: [DD Month YYYY]
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