
Job Offer Letter 

Date: [Insert Date] 

[Candidate's Name]  

[Candidate's Address]  

[City, State, Zip Code] 

Dear [Candidate's Name], 

We are pleased to extend an offer of employment for the position of Sales and Marketing 

Executive at [Company Name]. We believe that your skills and experience will be a valuable 

addition to our team. 

Position: Sales and Marketing Executive  

Start Date: [Insert Start Date]  

Salary: [Insert Salary] per year  

Location: [Insert Location] 

Your primary responsibilities will include:  

- Developing and executing marketing strategies  

- Managing client relationships  

- Conducting market research and analysis  

- Collaborating with the sales team to drive revenue growth 

This offer is contingent upon the successful completion of [any contingencies, e.g., background 

check, drug screening]. Please confirm your acceptance of this offer by [Insert Response Due 

Date]. 

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]  

[Contact Information] 


