<Insert Date>
<Employee’s Name>
<Employee’s Address>
Letter of offer – <Position>
Dear <Employee’s Name>
Further to our recent discussions, we have great pleasure in offering you the position of <Insert position title>.

The position is offered to you on the following terms, whilst the attached job description outlines your duties and responsibilities.

Terms and Conditions

Employer:


<Company name> 




<Insert Business Address>

Direct supervisors:
<Insert supervisor’s names>
Commencement date:
<Insert starting date>

Employment basis:
The position is offered to you on a <fulltime / part time> basis

Probation period:
The position is offered to you on an initial <Insert months> probationary period.

Hours:
You will be required to work <38>hours per week with working hours between <9.00am to 5.30pm>
Salary:
Your starting salary will be <Insert salary amount> per year gross.  
Hours worked over the standard hours, when needed and authorised, will be <paid at the rate of 1.5 times the standard rate OR accrued and taken as time in lieu>. 
Superannuation:
In addition to your salary, superannuation at the statutory rate, will be paid into an approved superannuation fund of your choice, in line with the employer requirements.

Payment:
You will be paid <weekly/fortnightly/monthly>, with your pay transferred each <e.g. Sunday/second Friday/the 15th of each month> by direct transfer to your nominated bank account.
Annual Leave:
Annual leave will accrue at the rate of 4 weeks per year. Annual leave will need to be taken within normal business constraints and closures.

Sick leave:
As per statutory requirements

Salary review:
An initial review will take place after <6 months> and annually thereafter on a performance basis.

Training:
Training will be provided in all relevant areas

Notice:
During the probationary period, either party can cancel the agreement without notice. After the probationary period, <one months notice> would be required, whether initiated by employee or <Insert company name>. Any notice, outstanding salary and statutory holiday pay to be paid on termination.

I look forward to receiving your written response to this offer.

On behalf of everybody at <Insert company name>, welcome to our team.

<Insert Director’s Name>
Director

Acceptance of offer

I have read and understand the information provided regarding the position offered, including the job description, duties and responsibilities and the terms and conditions of employment.

Please accept my signature below as my acceptance of your offer of employment with <Insert company name>.
_________________

Employee

_________________

Date

