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	JOB OFFER


	 



	FROM
	

	[Company Name]
	[Company Address Line 1]

	[City, Postcode]
	[Phone Number]

	[HR Email]
	[Company Website]



Date: [DD/MM/YYYY]
	TO
	

	[Candidate Full Name]
	[Address Line 1]

	[City, Postcode]
	



Re: JOB OFFER — [JOB TITLE]
Dear [Candidate Name],
We are delighted to offer you the position of [Job Title] at [Company Name]. Following your recent interview, we were impressed by your skills and experience and believe you will be a valuable addition to our team.
KEY TERMS OF EMPLOYMENT
	TERM
	DETAIL

	Start Date:
	[DD/MM/YYYY]

	Job Title:
	[Job Title]

	Department:
	[Department Name]

	Reporting To:
	[Line Manager Name & Title]

	Salary:
	£[X,XXX] per annum, paid monthly

	Working Hours:
	[X] hours per week, [Monday–Friday, 9am–5pm]

	Location:
	[Office Address / Hybrid / Remote]

	Probationary Period:
	[3/6] months

	Notice Period:
	[1 month] after probation

	Holiday Entitlement:
	[28] days per annum including bank holidays

	Pension:
	Auto-enrolled — Employer [X]%, Employee [X]%



CONDITIONS OF OFFER
This offer is conditional upon:
(a)  Receipt of satisfactory references from [X] referees;
(b)  Proof of your right to work in the United Kingdom under the Immigration, Asylum and Nationality Act 2006;
(c)  [Satisfactory enhanced DBS check — delete if not applicable];
(d)  Completion and return of all pre-employment documentation.
ACCEPTANCE
To accept this offer, please sign and return the enclosed copy of this letter by [DATE]. If you have any questions, please contact [HR Contact Name] at [hr@company.com] or [phone number].
We very much look forward to welcoming you to the team.
Yours sincerely,

[Name]
[Title]
[Company Name]

	ACCEPTANCE — I accept the offer of employment on the terms set out above.
Signature: ___________________________   Print Name: ___________________________   Date: _______________
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