Job Offer Announcement

Date: [Insert Date]

To: [Recipient's Name]

Subject: Job Offer for [Position Title]

Dear [Recipient's Name],

We are pleased to extend to you an official offer of employment for the position of [Position
Title] at [Company Name]. After careful consideration, we believe that your skills and

experience will be a valuable addition to our team.

Your starting date will be [Start Date], and you will be reporting to [Supervisor's Name]. The
details of your employment offer are as follows:

o Salary: [Salary Amount]
o Benefits: [List of Benefits]
e Work Hours: [Work Hours]

Please review the enclosed documents for further details about your employment terms. We
request that you respond to this offer by [Response Deadline].

We are excited about the possibility of you joining our team and look forward to your positive
response.

Sincerely,

[Your Name]

[Your Title]
[Company Name]
[Company Address]

[Contact Information]



