Job Offer Letter Template
[Your Company Letterhead or Logo]
[Date]
[Candidate’s Full Name]
[Candidate’s Address]
[City, State, ZIP Code]
Dear [Candidate’s Name],
We are pleased to extend this formal offer of employment with [Company Name]. After reviewing your qualifications and experiences, we are confident that you will make a valuable contribution to our team. Below are the terms and conditions of your employment:
Position and Job Description
You are offered the position of [Job Title], reporting to [Supervisor/Manager’s Name and Title]. Your primary responsibilities will include:
· [Briefly outline main duties]
A detailed job description will be provided upon your acceptance.
Compensation
You will receive a salary of [Amount] [per year/month/hour], payable in accordance with the company’s standard payroll schedule. In addition, you may be eligible for the following:
· [Bonus structure or commission plan, if applicable]
· [Other monetary benefits, e.g., allowances]
Benefits
As a valued employee of [Company Name], you will have access to the company’s benefits program, which currently includes:
· [Health, dental, vision insurance, etc.]
· [Retirement plan, if applicable]
· [Paid time off, vacation, sick leave, etc.]
· [Other perks such as remote work, training, wellness programs]
Details of these benefits will be provided in the employee handbook.
Work Schedule
Your regular work hours will be from [Start Time] to [End Time], [Days of the Week]. [Mention if flexible hours, hybrid schedule, or remote work options apply.]
Start Date and Employment Duration
Your anticipated start date will be [Start Date]. [If applicable: This position includes a probationary period of [X months], after which your performance will be reviewed.]
Company Policies
As an employee of [Company Name], you will be expected to follow the company’s policies and procedures as outlined in the employee handbook.
Legal Requirements
This offer is contingent upon:
· Your ability to provide proof of eligibility to work in [Country].
· [Background check, reference check, or other pre-employment requirements if applicable].
· Signing of [confidentiality agreement, non-compete, or other relevant agreements].
Acknowledgment and Acceptance
Please review this offer carefully. To confirm your acceptance, kindly sign and return this letter by [Deadline Date].
We are excited to welcome you to our team and look forward to your contributions at [Company Name]. If you have any questions, please feel free to contact [HR contact or Hiring Manager’s Name] at [phone/email].
Sincerely,

[Your Name]
[Your Title]
[Company Name]

Acknowledgment of Acceptance
I, [Candidate’s Full Name], accept the job offer for the position of [Job Title] at [Company Name] under the terms outlined above.
Signature: ___________________________
Name: ______________________________
Date: _______________________________
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1234 Corporate Plaza, Suite 500
New York, NY 10005
September 1, 2025
Mr. Daniel Hughes
45 Greenfield Avenue
Brooklyn, NY 11222
Dear Mr. Hughes,
We are pleased to extend this formal offer of employment with Brightstone Technologies, Inc. After carefully reviewing your background and experience, we are confident that you will make a significant contribution to our organization.
Position and Job Description
You are offered the position of Senior Data Analyst, reporting directly to Ms. Laura Mitchell, Director of Analytics. Your primary responsibilities will include:
· Conducting advanced data analysis to support strategic decision-making.
· Developing and maintaining dashboards and reporting tools.
· Collaborating with cross-functional teams to identify trends and insights.
A comprehensive job description will be provided upon your acceptance.
Compensation
Your starting salary will be $95,000 per year, payable on a bi-weekly basis in accordance with company payroll procedures. In addition, you will be eligible for:
· An annual performance-based bonus of up to 10% of your base salary.
· A professional development allowance of $2,000 per year.
Benefits
As a valued employee, you will have access to our benefits program, including:
· Health, dental, and vision insurance.
· 401(k) retirement savings plan with company match.
· 20 days of paid vacation per year, plus 10 company holidays.
· Flexible work-from-home options up to two days per week.
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Work Schedule
Your standard work hours will be Monday through Friday, 9:00 a.m. to 5:30 p.m. EST, with a one-hour lunch break.
Start Date and Employment Duration
Your anticipated start date will be October 14, 2025. This position includes a three-month probationary period, after which your performance will be reviewed.
Company Policies
You will be expected to adhere to all policies and procedures outlined in the Brightstone Technologies Employee Handbook, which will be provided during onboarding.
Legal Requirements
This offer is contingent upon:
· Proof of your legal eligibility to work in the United States.
· Completion of a background and reference check.
· Signing the enclosed Confidentiality and Non-Disclosure Agreement.
Acknowledgment and Acceptance
Please review this offer carefully. To confirm your acceptance, kindly sign and return a copy of this letter by September 10, 2025.
We look forward to welcoming you to Brightstone Technologies, Inc. and are excited about the contributions you will bring to our team. Should you have any questions, please contact Ms. Emily Carter, HR Manager, at (212) 555-4827 or hr@brightstonetech.com.
Sincerely,

Michael Grant
Chief Executive Officer
Brightstone Technologies, Inc.

Acknowledgment of Acceptance
I, Daniel Hughes, accept the job offer for the position of Senior Data Analyst at Brightstone Technologies, Inc., under the terms outlined above.
Signature: ___________________________
Name: Daniel Hughes
Date: _______________________________
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