
Sample offer of employment letter

Date of letter

Candidate’s name

Dear Candidate,

Confirmation of offer of employment

I am pleased to confirm your offer of employment by (company name) in the position of (appointed position) for the (division/department/region/branch).
If accepted, your employment will commence on ……/…../….. and will continue.

In the capacity of (position), you will report directly to the (position of the direct report). You will be located at, (office location’s physical address).
This offer of employment is subject to:

· The signing of a performance contract which will detail your job outputs, focus areas and expected key performance targets, and

· the satisfactory completion of a 3(three) month probationary period.

We confirm our remuneration offer is a gross remuneration package of R …………… per month total cost to company and the use of a company vehicle and cellular phone as defined the respective Company Vehicle and Cellular Phone Policy of the (company name). This total remuneration package includes your cash component, full medical aid contributions, full pension contributions, annual bonus, and any other relevant company contributions – please see attached for a complete package breakdown.

Once your acceptance is confirmed you will be provided with a full letter of appointment and employment contract detailing all related conditions.

Kindly indicate your acceptance of the above by signing below and returning it (by fax: ………………..) to ……………. on or before (insert the day), ……../……../…….. Please contact me if you require any further clarity.

Yours sincerely

(Authorised person’s name)

(Position)

Signed and accepted: …………………………… Date: ……../……../…….

                      
(candidates name)
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