
Confidential Job Offer 

Date: [Insert Date] 

Dear [Candidate's Name], 

We are pleased to extend to you a confidential job offer for the position of [Job Title] at 

[Company Name]. After careful consideration, we believe that your skills and experience align 

perfectly with our needs. 

Job Details 

Position: [Job Title] 

Department: [Department Name] 

Start Date: [Start Date] 

Compensation 

Your annual salary will be [Salary Amount], payable in accordance with the company's payroll 

schedule. In addition, you will be eligible for [any bonuses, commissions, or additional 

compensation details]. 

Benefits 

You will also be entitled to participate in our comprehensive benefits package which includes 

[list benefits such as health insurance, retirement plans, etc.]. 

This offer is contingent upon [any contingencies such as background check, drug screening, 

etc.]. Please sign and return this letter by [Deadline Date] to indicate your acceptance of this 

offer. 

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

response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


