
Job Offer Letter 

Date: [Insert Date] 

Dear [Candidate's Name], 

We are pleased to offer you the position of [Job Title] at [Company Name]. After careful 

consideration of your skills and experience, we believe you will be a valuable addition to our 

team. 

Details of your offer are as follows: 

• Position: [Job Title] 

• Start Date: [Start Date] 

• Salary: [Salary Amount] per year 

• Benefits: [List of Benefits] 

Please signify your acceptance of this offer by signing and returning this letter by [Acceptance 

Deadline]. We are excited about the prospect of you joining our team and contributing to our 

continued success. 

If you have any questions or need further information, please feel free to contact me at [Your 

Contact Information]. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Address] 


