
Official Job Offer Notification 

Date: [Insert Date] 

Dear [Candidate's Name], 

We are pleased to inform you that you have been selected for the position of [Job Title] at 

[Company Name]. Your skills and experiences are a perfect match for our team. 

Please find the details of the offer below: 

• Position: [Job Title] 

• Start Date: [Start Date] 

• Salary: [Salary] 

• Benefits: [List of Benefits] 

We are excited about the possibility of you joining our team. Please sign and return this letter by 

[Response Deadline] to confirm your acceptance of this offer. 

Should you have any questions, feel free to contact us at [Contact Information]. 

We look forward to welcoming you to [Company Name]! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Address] 

[Contact Information] 


