
Job Offer Letter 

Date: [Insert Date] 

[Candidate's Name]  

[Candidate's Address]  

[City, State, Zip Code] 

Dear [Candidate's Name], 

We are pleased to inform you that we would like to offer you the position of [Job Title] at 

[Company Name]. This is a remote position based in [Remote Location]. 

Your start date will be [Start Date], and you will report to [Supervisor's Name]. The key 

responsibilities of your role will include: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

Your initial salary will be [Salary Amount] per [hour/month/year], and you will be eligible for 

[mention any benefits such as bonuses, health insurance, etc.]. 

Please sign and return this letter by [Acceptance Deadline] to confirm your acceptance of this 

offer. 

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

response. 

Sincerely,  

[Your Name]  

[Your Job Title]  

[Company Name]  

[Contact Information] 


