<Insert Date>
<Employee’s Name>
<Address Details>
Re:
Confirmation of Employment
Dear <Employee’s Name>
Just a short note to confirm your employment details as per our discussions:
· You are employed on a <full time basis>
· Your working week will be <38 hours with ½ hour each day for lunch>
· Your base salary will be <Insert salary> gross per annum
· Superannuation of statutory rate is payable after the monthly threshold of $450 gross per month

· We will transfer your wages on a <weekly> basis <direct to your bank account>. Please bring these details with you on your first day
· Enclosed are copies for your records of our Letter of Offer & Job Description

As you know we are a <small business with a relatively casual approach>. We hope this leads to a pleasant work environment for both us, our staff & our clients. Our aim is to <assist our clients by keeping their information up to date, organised and accurate>. To this end we will make sure that you receive the necessary training in areas where your previous experience might not cover.
Welcome aboard.
<Insert Director’s Name>
